A comparative study of the organization and administration of departments of audio-visual education in the greater Boston area by Tilak, Raj
Boston University
OpenBU http://open.bu.edu
Theses & Dissertations Dissertations and Theses (pre-1964)
1962
A comparative study of the
organization and administration of
departments of audio-visual
education in the greater Boston
area
https://hdl.handle.net/2144/27275
Boston University
A COMPARATIVE STUDY OF THE ORGANIZATION AND 
ADMINISTRATION OF DEPARTMENTS OF AUDIO-VISUAL 
EDUCATION IN THE GREATER BOSTON AREA 
by 
Tilak Raj 
(B.A., Panjab University, 1956) 
A THESIS 
SUBMITTED IN PARTIAL FULFILLMENT OF THE REQUIREMENTS 
FOR THE DEGREE OF MASTER OF SCIENCE 
BOSTON UNIVERSITY 
SCHOOL OF PUBLIC RELATIONS AND COMMUNICATIONS 
DIVISION OF COMMUNICATION ARTS 
June, 1962 
BOSTON UNIVERSITY 
SCHOOL OF PUBLIC RELATIONS AND COMMUNICATIONS 
June 25t 1962 
I HEREBY REC0l04END THAT THE THESIS PREPARED UNDER MY 
SUPERVISION BY Tilak: Raj ENTITLED "A Comparative Study of 
the Organization and Administration of Departments of 
Audio-Visual Education 1n the Greater Boston Area" BE 
ACCEPTED IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR 
THE DEGREE OF KASTER OF SCIENCE. 
Approved: 
--- Final Oral Examination 
Committee 
Chairmant Division of 
Communications Arts 
i 
PREFACE 
The past twenty-five years have seen a marked change 
in the type and variety of teaching materials available for 
classroom use. The wide use and development of audio-visual 
aids by the armed forces during World War II gave a great 
impetus to their use in the schools. 
In countries where a large proportion of the 
population is illiterate, living is often at a subsistence 
level, and the difficulties of organizing any form of 
education are almost insuperable and yet it is practically 
impossible to raise the living standards of these peoples 
without first raising their educational levels. An acute 
shortage of school buildings, suitable teaching materials, 
and, most important, teachers, have naturally led 
governments and educators to consider the possibility of 
using the mass media as a means of solving the problem. 
In this study an attempt has been made to discover and 
describe the requirements for the organization and 
administration of an effective audio-visual education 
program.. 
Many people have contributed to this study and helped 
me to complete it. I wish to express deep gratitude to 
Dr. Robert Steele whose scholarly ideas stimulated an 
interest in the general area of the present study. I also 
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wish to aoknowledge espeoially the assistanoe of Dr. Gaylen 
B. Kelley for providing inspiration and guidanoe in the 
planning and oarrying out of this study. I wish to thank 
Dr. D. Hugh Gillis, Dr. Francis Earle Barcus, and Dr. 
Malvin Brodshaug, faculty advisers and readers, for their 
constructive critieisa in developing this thesis. 
I wish to express ay sincere thanks and gratitude 
to each of the directors of the audio-visual departments 
described in the text who enabled me to gather the data 
by giving their valuable time and consideration to my 
questions, I am also most grateful to Mrs. D .B. Hutzell 
who helped in editing this undertaking and who made the 
drawings which accompany the text. 
I would like to take this opportunity to express 
my gratitude in a small way to the members of my family 
in India who have sacrificed their own comforts for my 
education in the United States. This work is dedicated 
to the members of my family as a very small expression of 
gratitude and a token of love. 
June 1962 
BOSTON UNIVERSITY 
BOSTON. 
T.R. 
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CHAPTER I 
INTRODUCTION AND BACKGROUND 
It has been within the pas~ ~ew years only that the 
expressions "visual education, audio-visual instruction, 
visual aids, sensory aids, audio-visual instruction, and 
audio-visual communication" have been found in professional 
literature. Even if the terms are of recent origin, 
however, the principle of sensory instruction is very old. 
Audio-visual communication is not new. In fact, 
because it is both simple and natural, it is probably the 
oldest method of conveying ideas. Primitive man certainly 
learned to convey his thoughts by signs, facial expressions, 
gestures, and crude markings long before he developed a 
vocabulary with which orally to express them. Early man 
probably taught his youth to hunt, fish, swim and protect 
themselves from enemies and the elements through observa-
tion and imitation. 
Sand boards and slates on which marks were made are 
forerunners of the modern blackboard. Real objects have 
always been used to illustrate and inform. The Greeks 
developed intellectual instruction in which object 
materials were used in teaching history and civic ideas.l 
lEllwood P. Cubberley. Histo~ of Education. (New York: Haughton Mifflin Co., l920 , p.59. 
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India's architecturaL monuments, paintings and calligraphy, 
her folk art, dr8llll.and dance, have formed the traditional 
media of mass communication and, in a way, audio-visual 
education for her people from time immemorial.l 
In general, one can conclude that while the ancients 
knew nothing about the electric map, opaque projector, 
motion picture, filmstrips, radio, television, or record 
players, they did know the value of the original and basic 
forms of audio-visual aids to instruction. 
A great proportion of experience is received through 
the eyes, a smaller proportion through the ears, and a 
much smaller proportion through other senses. Therefore, 
audio-visual communication appears to be the most 
appropriate approach. 
During World War II audio-visual aids, or as they 
were called in the armed forces, "training aids" were 
vital in the effective and speedy training of men and 
women in military and industrial skills. They were vital 
in teaching how to give first-aid to sick and wounded 
soldiers. They trained men swiftly and efficiently to 
recognize enemy aircraft instantly and taught skills 
necessary to operate complicated machinery. 
The training programs of the armed forces 
lGovernment of India, ~istry of Education, 
Proeeedi~s of the All-India Teachers Conference on Audio-V sual 
Education. ~Delhi: Manager of Pu.blications, 1957), p.20. 
immediately before and throughout World War II have 
demonstrated the effectiveness of audio-visual communica-
tion when properly prepared and applied. There is every 
reason to belive that the extensive use of filmstrips, 
motion pictures, maps, models, slides and transcriptions 
saved thousands of lives. The production and use of such 
materials is now a part of the training programs of all 
branches of the armed forces.l These means of communicati 
which were so effective during wartime, can also be 
effective in times of peace. 
One of the significant movements in the history 
of audio-visual communications was the development 
of audio-visual departments in city school systems. 
This line of development took four forms. 
Educational school museums were founded, slide 
libraries were organized, film libraries were 
established, and nondepartmentalized audio-visual 
education developed.2 
According to Cross and Cypher, during the first 
ten years after World War II there was a tremendous growth 
in the use of audio-visual materials and instructional 
techniques in the classroom.} School systems felt the need 
for and began to make space and personnel provisions for 
lMass Media and Education. (Washington: National 
Society for the Study of Education, NEA, 1954) 
2paul Saettler, "History of Audio-Visual Education 
in City School Systems," Audio-Visual Communication 
Review, Vol.3, No.2 (Spring 1955), p.117. 
3A.J. ~oy Cross and Irene F. Cypher. Audio-Visual 
Education. (New York: Thomas Y. Crowell Co., 1961), 
pp. 16-12. 
audio-visual material centers. By 1950 more than two 
hundred institutions of higher learning in the United 
States offered professional courses in this field. 
The acceptance of and the demand for the use of 
audio-visual instructional materials in schools 
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necessitated the development of totally new industries 
like manufacturing, distribution, and servicing of 
classroom motion-picture projectors and films, slides and 
filmstrip projectors, other special projectors and 
projector screens, record players and sound records of 
many types. 
The United States Congress initiated an act called 
the National Defense Education Act of 1958.1 Titles III, 
VI and VIII of the act specifically include provisions for 
funds to enable local school units to acquire audio-visual 
equipment and materials for purposes of strengthening the 
instructional programs in the areas of science, mathematics 
and modern foreign languages. The Act also provides funds 
for encouraging the development of systematic audio-visual 
education programs, the training of persons in the 
competent use of information about modern educational 
media. Title VII of the Act is devoted to the research on 
lcharles F. Schuller, "Improve Your Instructional 
Program," The Nation's Schools, Vol.63, No.2 (February 
1959), PP• 7~72. 
5 
the newer media. As of March 1961, under Title VII, some 
137 research grants were awarded to support new media 
research and experiaea~~~ and, approximately $8.7 
millions were obligated or expended to carry out the 
purposes of Title VII.l 
Even the most elaborate administrative provisions 
of audio-visual education are of little consequence unless 
the teachers actually make frequent and effective use of 
the audio-visual materials. In other words, the core, the 
heart and soul of any instructional program is the teacher. 
Schools without teachers would be meaningless. But every 
teacher needs professional materials to help carry out his 
work. Producers of films, filmstrips, slides, transcrip-
tions, and radio and television programs have worked long 
and carefully to create instructional materials specificaJJy 
designed to interpret all phases of the curriculum. As 
Dale has pointed out: 
••• the ability to use audio-visual materials can 
give the teacher greater confidence when ass11ming 
such leadership responsibility. For there is 
something about motion pictures, radio, field trips, 
demonstrations, and the other audio-visual 
experiences that absorbs and holds the attention of 
students. Once they are "in it," they want to 
continue - - they find themselves interested.2 
lc. Walter Stone, "Some New :Prontiers for Newer 
Media," Audio-Visual Cor,nioation Review, Vol. 9, No.4 (July-AUBUst, 1961), P• 6 • 
2Edgar Dale. The Audio-Visual Methods in Teaching. 
(Rev. ed.) (New York: The Dryden Press, l954), p. 17. 
There is material to use. The problem seen today is not 
one of locating the material itself; it is rather the 
bringing of such material together in one place and in 
such a way as to facilitate the instructional process. 
6 
With today's increased emphasis on the improvement 
of instructional materials, one might hypothesize that the 
days of incidental audio-visual education have passed. In 
spite of inhibition and the human tendency to resist 
change, we are gradually incorporating the audio-visual 
instruments of instructional practice into the school 
systems. 
Audio-visual work involves an multiplicity of 
operations, it requires the procurement, distributions, and 
maintenance of many types of materials and equipment. It 
involves endless details of administration, both clerical 
and educational in nature; it requires the education of 
teachers in relatively new competencies; and it involves 
public relations. All these point to the need for the 
centralization of administrative responsibility for such 
activities and the provision of proper facilities. 
PURPOSE AND VALUE OF THE STUDY 
The purpose of this study is to acquire knowledge 
of the organization and administration of the different 
departments of audio-visual education in the greater Boston 
area. As the writer comes from India, it is hoped that thi 
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may ultimately be of assistance to the Government of India 
and its state governments in establishing ideal audio-
visual centers throughout the country. In India the audio-
visual aids movement has been hampered by three factors 
which are linked with one another. First, the teachers 
have not been made sufficiently aware of the value of the 
audio-visual aids nor adequately trained to use them. 
Second, they do not have access to suitable audio-visual 
materials because most of the modern aids are expensive, 
and worth-while films and filmstrips, which form the 
mainstay of these aids, are not available in the language 
of the pupils. Third, the administrative organization to 
furnish the teachers with audio-visual materials, except 
in one or two places, is in an extremely rudimentary form, 
or nonexistent. 
Properly organized audio-visual centers in city 
school systems should provide for the full utilization of 
equipment and materials. The teachers should have the 
opportunity to obtain a general understanding of what 
audio-visual materials are, their contribution to the 
learning processes, the relation of audio-visual materials 
to the curriculum, and their proper use in expanding the 
facilities of education and in improving the standards of 
teaching. 
This study, it is hoped, will be of much value to 
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the field of communication as communication media are 
vehicles of thought-transfer of all types. Audio-visual 
aids which are at present used in educational instruction 
are merely teaching tools in the hands of a teacher who 
wants help in making his oral explanation understandable. 
This study will be useful in the field of education as the 
revolution in communication bas reached the classroom. 
Education now bas the tools for accelerated and .enhanced 
learning. Experiments demonstrate the effective instruc-
tional use of television, films, magnetic recordings, 
teaching machines, and other devices. The audio-visual 
techniques for teaching include methods which, if properly 
understood, planned and organized, could be quick and 
effective in eradicating illiteracy. This study may also 
serve to assist other countries of the world in organizing 
such audio-visual centers as a step towards further 
educating their people. 
From the accumulation of data, the writer will 
endeavor to lay the foundation for the development of an 
ideal audio-visual department. The nature of this topic 
limits its direct application to a specific school system. 
It is hoped that school systems will find practical 
suggestions which will be assistance to them for the 
organization and administration of audio-visual departments 
to meet their local situations. 
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METHOD OF STUDY 
Nine departments of audio-visual education in the 
greater Boston area were selected for study. In the 
selection of these departments, an attempt was made to 
obtain cOTerage of a wide variety of audio-visual 
departments which serve different segments of the public 
and therefore would have different approaches, organization 
and administrative methods. 
In collecting the data for the main part of this 
thesis, the writer personally visited the following nine 
audio-visual departments: Film Library, Boston University 
School o~ Education; Department of Audio-Visual Instruction1 
Boston Public Schools; Audio-Visual Department, Boston 
Public Library; Audio-Visual Department, Lexington Public 
Schools; Department of Audio-Visual Instruction, New Bedforc 
Public Schools; Audio-Visual Center, New England Bell 
Telephone and Telegraph Company; Department of Audio-Visual 
Aids, North Reading Public Schools; Department of Audio-
Visual Instruction, Weymouth Public Schools; and the Audio-
Visual Department, Newton Public Schools. 
The Department of Audio-Visual Instruction, Boston 
Public Schools illustrates the workings of a system of a 
large city serving about two hundred schools, whereas the 
Audio-Visual Department of the Newton Public Schools 
exemplifies the workings of a comparatively smaller school 
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syatea serving twenty-seven schools. The Audio-Visual 
Department of the Boston Public Library gives an idea of 
the organization and services of an audio-visual department 
of a public library. The Audio-Visual Center of the New 
England Telephone and Telegraph Company gives some insight 
into the organization and administration of an industrial 
corporation. 
The writer interviewed the audio-visual director of 
each department and examined the physical facilities. 
These interviews were conducted between November of 1961 
and March of 1962. The amount of time spent at the 
individual departments for the collection of this data 
varied. In three instances the original visit was a group 
inspection of approximately two hours duration which was 
followed by a personal interview at a later date. At the 
other six departments the author spent a minimum of a full 
day and in several instances made additional contacts to 
clarify specific points. 
While visiting these departments the writer asked 
such questions as: How is it organized? Hew is it financed 
How is the budget divided? What services is it rendering? 
The specific questions are shown in Appendix A. 
Other important considerations were in connection 
with the administration of these departments: how the aids 
are filed, the number of people employed, their specific 
11 
duties, and the physical lay-out of the departments. 
APPROACH TO THESIS 
Chapter II presents the results of a study of the 
organization and administration of nine audio-visual 
departments in the greater Boston area and is based on 
data collected by personal survey. This data is presented 
as individual ease studies. Chapter III describes the 
activities required for the organization and administration 
of an ideal audio-visual department. Chapter IV deals with 
the conclusions reached as a result of the study and the 
writers' recommendations for the organization of an audio-
visual department. The appendix is organized in five 
sections: A) the list of questions asked in the survey of 
the departments, B) an analysis of the case studies, C) 
the addresses of the departments surveyed, and D) and E) 
are the suggested forms for booking films and equipment. 
CHAPTER II 
STUDY OF THE ORGANIZATION AND ADMINISTRATION OF 
AUDIO-VISUAL DEPARTMENTS IN THE GREATER BOSTON 
AREA. 
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The success of an audio-visual program is largely 
dependent upon sound primciples of administration. Without 
proper leadership, a program is seriously handicapped. The 
audio-visual program is, in a real sense, an effort to 
mobilize for united effort. Mobilization of anything 
implies centralization of responsibility in an audio-visual 
director with the necessary competencies of leadership and 
administration. 
The nature and purpose of an instructional materials 
center or the audio-visual department have been described 
by Cross, Qypher and others in the following manner: 
The instructional materials center is a service 
agency. Its chief purpose, and its only justifica-
Uon for existenee, i~r to provide good learning 
experiences for pupils and adults of the community. 
It is a resource center for teaching tools, materiA1a 
and ideas. The personnel and all the materials 
and other resources made available thru the center 
must be devoted to the improvement of learning 
experiences. 
It is a well planned, flexible space housing 
carefully chosen materials and equipment, and 
serviced by effectiTe professional people dedicated 
to a program of the best possible education for the 
young people and adults of the community.l 
lA.J. Foy Cross, Irene F. Cypher, and others, The 
Audie-Visual Instructional lla terials Center. No.3 of P.laii'"niwi!l 
Se.lloou ror use of AuQ.:io-VJ.s~ Materials •. lWashington, D.g. 
Department of Audio-Visual Instruction, NEA, 1954), pp. 5-6. 
Wittich and Schuller stree four essentials for 
administering an audio-visual program: {1) survey and 
appraisal of audio•visual methods; {2) plans for meeting 
audio-visual instruction needs; (3) execution of audio-
visual policies and plans; and (4) evaluation.l We can 
·see that the crux of the problem may well be approached 
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by means of an initial comprehensive survey of the thinking, 
needs, and practices of the teachers, administrative 
officers, and the school committee. 
Lemlar and Leestma state that a successful audio-
visual program is operated in a genuine spirit of service. 
They say further that: 
The audio-visual program has meaning only to 
the extent that it assists the work of other 
departments and activities of the school. It is 
only means to an end. It is successful only if 
it facilitates the instructional process. 
And so, the audio-visual director soon learns 
that service is not something he gives at his 
convenience. To him every opportunity to serve 
an instructional need is a challenge. He asks 
only for the opportunity to serve and does not 
count the cost to himself in time and effort. 
This philosophy of service is basic to a 
successful audio-visual program.2 
Approach: The data to be presented on the 
lWalter A. Wittich and Charles F. Schuller, 
Visual Materials - Their Nature and Use. (New York: 
and Brothers, 1957), p.509. 
Audio-
Harper 
2Ford L. Lemler and Robert Leestma. 
Course Materials in Audio-Visual Education. 
Michigan: Stater's Bookstore, Inc., l953), 
Supplementary 
(Ann Arbor, 
P• 134. 
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organization and administration of the various departments 
of audio-visual education are based upon the survey of 
the various departments of audio-visual education in the 
greater Boston area. The following is the result of 
interviews carried out by the author with the director 
of audio-visual instruction at each department' 
FILM LIBRARY. BOSTON UNIVERSITY SCHOOL OF EDUCATION 
• 
The Library was organized in 1929. It has a 
collection of about 5,000 films, covering about 4,000 
subjects. The Film Library is about double the size of 
its nearest competitor; it is the largest in New England. 
The approximate cost of the films is about $150,000. The 
annual income from the rent of the films is about 
$30,000. 
The Library is under the supervision of the 
Director of the Film Library. The following is the plan 
of the staff of the Library' 
~ Director ~ 
~ 3 Secretaries ~ ~ 2 Library Technicians I 
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Director: The director is responsible for the successful 
operatioa of the Librar7. He carried a full teaching load 
through the years and .the time devoted to the Film Library 
was taken from what ever free time was available. He is 
in charge of the selection and purchase of the films. He 
pre.pares the annual budget of the income and expenditure 
of the Library. 
Secretary (1): Qffice Manager. She answers the telephone, 
books films, prepares bulletins, cares for the 
correspondence, and writes bookings on the chain wheel 
for up-to-date bookings. 
Secretary (2): Bookkeeper. She keeps up-to-date accounts, 
places orders for new films on the recommendation of the 
director. 
Secretary (3): Clerk-typist. In addition to typing work 
of the department, she maintains up-to-date catalog listings 
under twenty-seven different subject headings of the films 
in the Library. 
lila Technician {l}: He works as assistant to the director 
and is also in charge of the film shipping room. 
Fillll . Technician {2}: He works in the storage room of the 
library. He is responsible for the receipt and delivery 
of films, mailing of the films, inspection of incoming 
films, and cataloging the films in the relevant racks. 
Services: The Film Library primarily serves the 
public schools of the New England area with 16 mm 
educational films for curricular use. In add~tion to the 
public schools, films are rented to hospitals, libraries, 
colleges, clubs, churches, business organizations, youth 
organizations, and various other organizations and 
individuals. 
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Boston University has a decentralized system of 
audio-visual aids. Individual schools within the 
University maintain their own equipment. The Film Library 
supplies only the films required by them. In case the 
film required is not available in the Library, the director 
of the Library rents the film and when a particular film is 
required by two or more departments, he purchases the film. 
The Itibrary is connected with the audio-visual 
instruction department of the University, where facilities 
for the production of overhead transparencies, either by 
Thermofas or by the Diazo process are available. Projection 
equipment, phonograph records, filmstrips, and tape recorder 
are also available for the use of different schools within 
the University. Arrangements for projectionists within 
the University are also made by this department. 
Photographic equipment for making slides is also available 
for the students. 
Courses in audio-visual education are offered at 
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the School of Education by the University. In fact, Boston 
University supplies audio-visual personnel to the whole 
New England area. Most of the audio-visual directors in 
this area are or had been associated with the department, 
either as a student or as a teacher. 
The Film Library rents a film for seven days. If 
the film is picked up and returned, this allows the user 
to show the film as many times as desired during that whole 
seven-day period. If mail delivery is required, the Library 
mails it so that it will arrive on the first day of the 
seven day rental period. The user can then use the film 
for four days but must allow at least three days for its 
return. Films are also rented on a contract basis to the 
public schools. The Library provides films to the 
University faculty free of charge. 
The films are kept on shelves having pigeon holes 
for keeping the films. Each hole is assigned a number in 
ascending order. When a new film is purchased, it is 
given the number of the next empty pigeon hole, without 
disturbing the order. A catalog pack is compiled which 
includes the films of Encyclopaedia Britannica, Cornet 
and ·McGraw-Hill. In addition to this there are twenty-
seven subject lists of the films that are available in 
the Library. 
The selection and purchase of the films depend 
upon the discretion of the director. He has the power 
to order an:r film, within the budget limits. 
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;Budget: Breakdown of the budget of the Film Library 
excluding the salaries of the staff is as follows: 
Ite:aua Amount 
New films 5,000 
Repair of old films 5,000 
General supplies 2, 000 
Printed s:nd mimeographed 2,000 
materials, forms etc. 
Total •••• $ 14,000 
In·addition to this, each school within the 
University budgets for its projection equipment. 
A self-explanatory lay-out of the office and 
workroom is shown en page 19, figure 1. 
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DEPAR~T OF AUDio-VISUAL INSTRUCTION. BOSTON PUBLIC SCHOOL 
!he department was organized in 191} by the committee 
dealing with pictures and opaque projectors. In 1926 it was 
given the name of Department of Visual Education. Within 
this thirteen year period some additional facilities were 
provided. In 1945 the department was reorganized to the 
pattern of organization which is still being followed today. 
!he primary objective of this program is to make audio-
visual instructional materials as readily available as books 
The following staff is engaged in the department: 
r Seeretary 1 
Director l 
Assistant 
Director 
r Film Teoh.l Electrical Tech. I 
r Science Kit J4an l 
I Driver I 
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Director: The full-time audio-visual director is a member 
of the di!Jtri·ct supervisory staff. He works closely with 
the principals of the individual schools and is an active 
member of the curriculum committee. He supervises the 
depar~ent, makes purchases, assists in producing radio 
and television programs, assists the building coordinators 
of th.e. differen.t schools in the system in planning darkroom 
facilities, and visits schools in the system to ascertain 
their needs and proper utilization of the instructional 
materials. As head of his department, he prepares the 
annual report and budget of the department. He is 
responsible for giving in-service training to the teachers. 
Assistant Director: He helps the director in the efficient 
discharge of all the above mentioned duties. He also 
arranges specialized type of field trip programs. In the 
absence of director, he directs the department. 
Secretary: She answers the telephone, books equipment 
and materials, types invoices, and maintains books. 
Film Technician: He is responsible for the inspection 
of incoming films, distribution of films, arranging the 
films in the proper racks and attending to photographic 
work. 
Electrical Technician: He repairs all types of machines 
and is responsible for keeping the machines in working 
order. 
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Science Kit Man: He is in charge of keeping science kits 
ready in accordance with the work book to go to the classes. 
Driver: He is responsible for the delivery and pick-up 
of instructional materials in the whole school system. 
Services: The department is under the administrative 
control of the Superintendent of Boston Public Schools. 
It extends its services to all the public schools of Boston 
area consisting of twenty high schools and special schools, 
seventeen junior high schools, and one hundred and sixty 
elementary schools. The department serves about },}00 
teachers and 9},000 students. Each school has a supervisor, 
who is responsible for the supply of instructional materials 
to be used by the teachers, who in turn takes instructions 
and materials from the central department. A minimum of 
one each of the following types of equipment is left under 
the charge of the supervisor at each school: 
l l6mm Motion picture projector 
l Slide/filmstrip projector 
l Overhead projector 
l Opaque projector (Junior High and High Schools) 
l Television set ( -do- ) 
1 Portable screen for each projector 
1 Tape recorder (Junior High and High Schools) 
High schools are provided with extra equipment. Actually 
the distribution of the equipment depends upon the use of 
instructional material by the teachers. The schools that 
are using more aids in classroom instruction are provided 
with more equipment. It is the director who decides the 
needs of a particular school. 
The audio-visual department is responsible for 
keeping all equipment in good operating condition. If 
trouble develops with a machine, it is sent to the audio-
visual department with a note stating the difficulty. 
Arrangements for service have been made with dealers. 
Ordinary repairs are usually made by the electrical 
technician within the center. A substitute machine is 
provided when extensive repairs are necessary. Ordinary 
replacement parts, such as bulbs, belts, and reels are 
stocked by the audio-visual department and are sent to 
the supervisor on request. During the summer months all 
equipment is sent out for cleaning, oiling, adjustment, 
and a thorough inspection. 
2} 
The acquisition of nearly $100,000 worth of films 
through the use of National Defense Education Act funds, 
together with a special purchase and deposit arrangement, 
makes it possible to issue films on a weekly basis. 
Filmstrip libraries in each school, are being expanded. 
Non-mechanical aids are not handled by the department. 
Most of the motion picture filas are ordered in the spring 
for the following year. In ease of a special order for a 
film, arrangements for pick-up and delivery must be made 
by the teacher who requires it. Generally no films are 
rented from outside but in special oases this condition 
is relaxed. Equipment and materials are delivered and 
picked-up by the driver of the department once a week. 
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For purposes of convenience, the whole system has been 
divided into five zones. Each zone is alloted a day of the 
week for pick-up and delivery. 
A unique service offered by the department is the 
distribution of science kits to the junior high schools 
in the system. A science program has been developed, 
lesson guides prited, and the science kits are prepared 
to accompany each lesson. Each kit contains the equipment 
and material required to perform in class the experiment 
demonstrating the lesson. As the time for the particular 
lesson which the teacher wants to demonstrate is approaching 
the teacher will order the kit stating the lesson and will 
receive it on the day he wants to use it in the class. A 
similar facility is provide4 for younger children by the 
department through the distribution of children's museum 
kits. Like films, children's museum kits are delivered 
and picked-up once a week in each zone. 
Each fall the audio-visual director and the 
supervisors for each school conduct an orientation program 
for new teachers to acquaint them with the school's 
audio-visual program and to encourage use of the audio-
visual materials. All teachers are given a catalog 
containing complete listings of materials and equipment 
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available in the department. 
A regular monthly council meeting of all junior and 
senior high school subject councillors, art and music 
supervisors, safety councillors and a few other groups is 
held at the Department of Audio-Visual Instruction. At 
these meetings information regarding available audio-visual 
aids, the functioning of the audio-visual department, and 
the application of the National Defense Education Act to 
their suDject areas is disseminated. Also evaluation of 
audio-visual materials and coordination between the 
councillors and the audio-visual department is discussed. 
Because both film and filmstrip previewing is within the 
proper province of each council, the department suggested 
the creation within the councils of a committee to study 
methods to standardize the selection of materials in a 
manner somewhat similar to the textbook authorization 
procedures. All the equipment in the department is 
purchased by requesting bids. The director is responsible 
for the selection of the equipment. 
The school system is a member of "The 21" Classroom," 
a television program presented to the schools by WGBH-TV 
station. Junior and senior high schools are provided with 
facilities to view programs such as: Accent on Music, 
Science Specials, Focus (world affairs), The Humanities 
(english, grade ll) and Afternoon at the Symphony (Boston 
Symphony Orchestra). Due to the ~ack of sufficient 
television sets in the audio-visual department this 
facility cannot be provided to the elementary schools. 
The director assists in the production of a half-hour 
safety program for the school children on Radio Station 
WORL each week. 
Budget: The budget of the audio-visual department 
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is set up by the Board of Education based on recommendations 
of the Superintendent of Schools and is managed by the 
audio-visual director. Room darkening facilities and 
the inter communication system are charged to other 
capital outlay accounts rather than to audio-visual 
funds. The purchase of items, such as maps, charts, 
globes, and recordings, and of materials consumed in 
the instructional program is covered by funds allocated 
to the individual school budgets. Although the audio-
vis~ department helps in the se~ection of many of 
these items, it does not pay for them out of its 
budget. Exclusive of salaries, printing and publication 
activities, the budget summary for the year 1961 of the 
audio-visual department is presented below: 
Items 
Purchase of films 
Purchase of equipment 
Exhibits and science fair 
Educational television (@ 25¢ 
per pupil per year) 
Office expenses 
Truck expenses 
Science kits 
$ 80,000 
65,000 
500 
23,000 
Repair and replacement of parts 
Travelling allowance, Director 
Travelling allowance, Asstt, Director 
300 
600 
1,500 
2,000 
350 
2~ 
Total •• $ 173,500 
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Probably the greatest single factor affecting the 
department is its involvement in the National Defense 
Education Act. Of the $186,000 in matching funds provided, 
through this Act approximately $150,000 was spent for 
audio-visual equipment and materials that would not 
normally be purchasable or replaceable through the regular 
budget. The balance, $36,000, was spent on urgently needed 
science equipment, particularly for the high schools, 
There are about 1,500 films available in the 
department. The teachers do not have to rewind films 
after showing because of the availability of an automatic 
film inspector in the department. 
The lay-out of the audio-visual department is 
shown on page 26, figure 2, 
::0 
~ 
" (/) I-
"'TI 
0 
::0 
I 
"'TI 
F 
~ (/) 
[;] AUTOMATIC ~ I FILM I 
INSPECTOR 
r---
(/) 
[ru -t fTI () :I: 
. 
1 
CABINET r 
SCIENCE KITS 
READY FOR 
DELIVERY 
HALL 
LUNCH 
ROOM 
I CABINETS 
SCIENCE 
EQUIPMENT 
STORAGE ROOM 
(]I § ITAsLEJ HALL CABINETS 
DIRECTOR'S OFFICE 
r---
01~ 
""0 
;:o::O 
om 0~ 
~1'1'1 ~ 
CABINET 
I I 
~J 
STORAGE AND 
PHOTOGRAPHY 
EQUIPMENT 
DEPARTMENT OF AUDIO-VISUAL INSTRUCTION 
BOSTON PUBLIC SCHOOLS 
.., 
-G') 
c 
::0 
fTI 
N 
bf] 
29 
AUDIO-VISUAL DEPARTMENT, BOSTON PUBLIC LIBRARY 
In 1947 the Boston Public Library was one of the 
twelve libraries in the country known to have film 
collections. The film collection was a part of the Adult 
Education Office of the library. In 1952 a separate 
Audio-Visual Department within the library was established 
containing about 400 films. At present this department 
has more than 2,000 films and phonograph record collection 
of 8,000 to 10,000 albums. The department has a wide 
variety of films on such subjects as art, architecture, 
and social films. This type of collection is rarely 
available in any other library in this area. 
The following staff is engaged in the department: 
Director 
Assistant 
Director 
I I 
2 Film Supervisors 2 Phonograph Record 
Supervisors 
4-5 part-tille 
student helpers 
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Director: The director is in charge of the department, he 
arranges previews for new films, prepares the budget, 
prepares the annual report of the department and supervises 
thirty-two branches of the department. He presides over 
the phonograph records selection committee, the film 
selection committee, and helps in organizing film shows. 
Assistant Director: She answers the telephone, books films, 
is responsible for the receipt and delivery of films, and 
asaist5 the director in running the department. 
Two Film Supervisors: They work in the film storage room, 
inspect the in coming films, file the films in the cabinets 
and pull the films to meet the daily orders. 
Two Phonograph Record Supervisors: They work exclusively 
on phonographs, are responsible for the receipt and 
delivery of the records, and arrange the records in the 
shelves. 
Four or five part-time student helpers: These students 
help in different positions in the department as the 
occasion arises. 
Services: The department extends its services to 
the residents of the Boston area. Normally it serves 
organizations other than schools, such as social clubs, 
adult centers and young adult groups. The department 
maintains only a pick-up service for the materials. No 
film or phonograph record in the library is kept on call. 
}1 
In other words, any material available in the library is 
issued to the public as requests are received. The booking 
for films should be made one or two weeks in advance. 
Films that are available in the department are issued on 
}6 hours basis. In case of a delay in return, a fine at 
the rate of 25¢ per hour, with a maximum of $2, is charged. 
The department has thirty-two branches in Boston. 
Twenty of these branches have film projectors. A 
projectionist is made available to the branches for their 
film programs, and for the film programs at the Main 
Library. There are four spare projectors in the department 
which are made available to those branches which have no 
projector. Normally projectors are not loaned to the 
public, but in certain cases this restriction is relaxed 
where the party concerned is considered to be an old 
customer and trustworthy. In such cases the group-leader 
or the head of the organization requesting the loan must 
sign a borrower's card and has the responsibility for its 
return in good condition. About 1,600 organizations 
utilize the film service of the library. 
The department also provides facilities for the loan 
of selected television films and sponsored films such as 
those put out by Shell Oil Company, Pan American Airways, 
and Canadian travel films. These films can go out of the 
Boston area. Some filmstrips and slides are also available 
for use in the library. 
The department has a large collection of phonograph 
records. A maximum of six albums are issued to a member 
for a period of three weeks at a time. Any member of the 
library is entitled to this service. There is no system 
of inspection of the records on their return. When someone 
informs the department of damage to a record, it is removed 
from the circulation racks. 
New films for the library are purchased on the 
recommendation of a committee comprised of librarians, 
several educators, two adults, two young adults, two 
children, specialists in various fields, and the members 
of the audio-visual department. This committee meets 
every Tuesday. Approximately 200 films were previewed 
by this committee last year. The publicity work of the 
department is carried out in conjunction with the Main 
Library. Announcements regarding the film programs to be 
given in the Library are made through newspapers, and 
flyers are sent to schools and to individual members who 
patronize such programs. Children's film programs are 
held in the preview room every Monday afternoon. The 
audio-visual staff also assists librarians in the planning 
and projection of both slide and film programs in the 
Central Library. The phonograph record selection committee 
meets once a month throughout the year except for summer 
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months. 
In the summer of 1961 a brief motion picture 
operator's course of instruction was given by the director 
to those librarians wishing to learn how to project films. 
For cataloging the films, special film storage 
eteel cabinets are available. The films and phonograph 
records are catalogued by the Dewey system. Minor repair 
work on films is done in the department. Films are 
inspected on their return. All films and phonograph 
records are cleaned during the summer each year. 
The audio-visual department assists the Main 
Library in the planning of film porgrams. In addition 
to the Children's Program, there are Young Adults Programs 
and Adults Evening Programs. Every Wednesday there are 
four film shows starting at 10:00 A.M., 12:00 noon, 
4:00 P.M., and 7:30 P.M. on current topics. A six-weeks 
winter lecture series features film programs on art, 
music and award-winning films. 
The annual report of the department is prepared by 
the director. It covers the department staff, the 
circulation of materials, a report of programs held, a 
list of inventory, the budget, and suggestions for new 
programs. A monthly statistics report on the audience 
served is also prepared. 
;Budget: The budget of the audio .. visual department 
is provided by the Board of Education on the recommendations 
of the Chief Librarian and is managed by the audio-visual 
director. Repair of the equipment, publicity, printing, 
and stationery expenses are met out of the Main Library 
funds. Following are the main items of the budget of the 
audio-visual department excluding the salaries of the staff: 
Items 
Purchase of new films 
Purchase of phonograph records 
Amount 
$ 7,500 
5,500 * 
Total ••• $ 13,000 
*Out of this grant one half is used for the 
replacement of damaged records and the other 
half for the purchase of new records. 
Proposal for the purchase of an automatic film 
inspector costing $2,500, the purchase of additional new 
films, and the planning of additional space for the 
expanding audio-visual department are under the active 
consideration of the Boston Public Library authorities. 
The lay-out of the department is shown on page 35, 
figure 3. 
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AUDIO•VISUAL DEPARTMENT, LEXINgTON PUBLIC SCHOOLS 
!he small city school system established its 
audio-visual department in 1959. The close cooperation 
of a full-time coordinator of instruction materials and 
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serviees with the superintendent, principals, and teachers 
has made it possible to accomplish the program's objectives 
in the light of the present needs of the system and to 
establish the program on a firm base so that it can be 
broadened to include other services as teachers develop 
new insights and needs. A policy of decentralization of 
audio-visual equipment and materials is followed in the 
school system. The following staff is engaged in the 
department& 
Director ~ 
I ~ 
Part-time Coordinator Elementary & 
Seo, school of Junior High 
Building Libraries Building 
Coordinator Coordinators 
~ Secretary ! 
I Driver I 
Director: The director is responsible for the selection 
preparation, and utilization of audio-visual materials 
by each school in the system. He makes arrangements for 
the inter-school circulation of materials and renting the 
films from outside. He prepares a consolidated budget 
for the department. 
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Coordinator of Libraries: This is a job comparable to 
that of an assistant director with the additional duty of 
supervision of libraries in the school system. She helps 
the director in the location of materials. 
Building Coordinators: At each school the building 
coordinator is in charge of audio-visual equipment and 
materials. These building coordinators are neither 
relieved from their extra curricular activities nor paid 
extra. At the senior high school, the building coordinator 
works half-time on audio-visual aids. The coordinators 
are responsible for carrying out the objectives of the 
director. At Estabrook Elementary School, an experimental 
team-teaching school, a part-time professional person 
handles the production of visual aids for the school. 
Secreta£z: She answers the telephone and takes care of 
the routine office work of typing, filing, and boo~eeping. 
Driver: He is responsible for the delivery and pick-up 
of audio-visual materials. 
Services: In this school system audio-visual aids 
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are being used extensively because af experimental team-
teaching. The department serves the schools of Lexington, 
consisting of nine elementary schools, two junior high and 
one senior high school. There are approximately 6,600 
students and 386 teachers in the whole school system. The 
department has a policy of decentralization of equipment 
and materials. Each school has the following equipment: 
Description 
Elementary 
Schools 
16mm motion picture projectors 2 
21" table model television sets 2 
Filmstrip-slide projectors 2-3 
Tape recorders 
Opaque projectors 
OVerhead projectors 
Record players 
2 
1 
1 
6 
One portable screen for each projector 
Junior and 
Senior High 
Schools. 
5 
4 
6 
6 
2 
2 
8-10 
Each school keeps on hand audio-visual materials 
such as filmstrips, charts, pictures, maps, slides, and 
overhead transparencies. To requisition a film, the 
teacher lists the name of the film, supply source, and the 
date desired on a card which is then sent to the audio-
visual department by inter-departmental mail. On receipt 
of these requisition cards the secretary in the department 
places an order for the rental of the films required. 
Materials are delivered and picked-up at the schools every 
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day. Films are left at the secondary schools for four days 
and at the elementary schools for three days. The director 
has devised a system for the circulation of filmstrips and 
other materials within the schools. A master catalog of 
the equipment and materials on hand in each school is 
provided to each teacher in the system in order to encourage 
the maximum use of instructional materials. All requests 
for inter-school circulation of materials are handled 
through the central office of the audio-visual department. 
The central office is responsible for the repair 
and maintenance of all equipment. The department has made 
arrangements with an outside firm for this purpose. In 
the summer months all the equipment is sent to this firm 
for oiling, cleaning, and general checking. 
The building coordinator at each school is 
responsible for training the teachers in the use of 
instructional materials. In the elementary schools the 
projectors are run by the teachers. In the junior and 
senior high schools approximately forty students have been 
trained to assist the teachers in the projection work. 
Budget: The district's audio-visual budget is a 
compilation of the audio-visual budgets of all the schools. 
The audio-visual budget for each school is prepared by the 
director for inclusion in the total budget of that 
particular school, subject to the approval of its principal. 
The final amount appropriated for the audio-visual budget 
of each school is allocated to the audio-visual director 
for disbursal. Salaries, travel expenses within the 
school district, and some miscellaneous expenses are 
placed in a separate category entitled "special services" 
and are not reflected in the budget. 
The details of the budget were not available. 
The total budget for the entire audio-visual department 
for the year 1962 is $41,905. 
The lay-cut of the department is shown on page 41, 
figure 4. 
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DEPARTMENT OF AUDIO-VISUAL INSTRUCTION, NEW BEDFORD 
PUBLIC SCHOOLS 
The department was organized in September, 1949. 
The philosophy of the department is that an audio-visual 
program is justified only to the extent that it serves as 
a means of improving instruction. In the beginning the 
director worked half-time as teacher and half-time as 
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director of the audio-visual department. At present the 
department is under the direction of a full-time director. 
The following staff is engaged in the department' 
Assistant Director 
(1) 
Directorl 
Part-time 
Secretary 
AV Coordinator 
at each school 
Assistant Director 
(2) 
Director: As a member of the administrative and curriculum 
planning team, the audio-visual director locates, selects, 
adapts, and produces materials needed for the improvement 
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of instruction. She is n the level of Assistant 
Superintendent in inistrative set up of the public 
school system and is dir ctly responsible for transmitting 
all the deliberation of the department to the Superintendent 
of schools. The direct·o presides over Audio-Visual 
Coordinator's meetings ld three times a year. She is 
responsible for the succ~ssful running of the department. 
She prepares the budget 
department. The 
Coordinator of the 
trips, and attends 
conventions. 
d the annual report of the 
also works as a Television 
system, arranges special field 
audio-visual meetings and 
Assistant Director (1): She answers the telephone, books 
materials, trains stude t projectionists, maintains and 
catalogs filmstrips, 2" 2" slides, Vu graphs, automatic 
flash cards, and taohis osoopes with filmstrips and 
controlled reader. She is also responsible for the 
delivery and pick-up of materials and equipment for the 
schools in South End She assists the director in 
the selection of materi ls and equipment. 
Assistant Director (2): j He is responsible for the 
distribution, maintenance, and cataloguing of 16mm sound 
films, film projectors, overhead projectors, opaque 
projectors, tape recorders, television sets, and photo-
graphic equipment. He delivers and picks-up materials 
and equipment for all schools except those situated in 
South End area. He gives in-service training to the 
teachers in the use of instructional materials. He makes 
transparencies for overhead projectors, takes care of 
minor repairs of the equipment. He also assists the 
director in the selection of materials and equipment. 
SecretarY (part-time): All typing work of the department 
done by the secretary. 
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In addition to the above staff of the central 
department, eaeh school in the system has an audio-visual 
coordinator who is responsible for the equipment and 
materials supplied by the central department to that school. 
Coordinators forward to the central department requests made 
by classroom teachers for materials or services. They also 
assist the teachers in the proper utilization of the 
instructional materials. In return for this service an 
audio-visual eoordinator receives two increments in his 
salary. 
From every school some of the students have been 
trained to help the teachers in the projection work. These 
students are trained at the central Audio-Visual Department 
and a certificate is awarded for successful completion 
of the tra]ning. 
Services: The department serves all the thirty-two 
(twenty-eight elementary and four secondary) schools in 
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New Bedford. ~here are approximately 15,000 students and 
600 teachers in the whole school system. The department 
of audio-visual instruction follows a system of decentralisa 
tion of equipment and centralization of materials. Each 
school has atleast one each of the following types of 
equipment: 
1 16mm Motion picture projector 
1 Television set 
1 Filmstrip-slide projector 
1 Overhead projector 
1 Opaque projector 
1 Screen every projector 
1 Projection table 
1 Tape recorder 
1 Flannel board. 
Some schools have additional equipment. The equipment is 
under the charge of the audio-visual coordinator at each 
school. 
The audio-visual department is responsible for the 
maintenance of all equipment. Minor repairs are made at 
the center but major repairs are done by the dealer from 
whom the piece of equipment was purchased. In case of 
a defect in a piece of equipment, the department immediately 
supplies a replacement from its reserve. First to fourth 
grade teachers do their own projection work and from fifth 
grade onward the trained student projectionists assist the 
teachers. 
The department has library consisting of about 
300 films, 4000 filmstrips, 2" X 2" slides, language tapes, 
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phonograph records, and a number of overhead transparencies. 
All the secondary schools have language and reading 
laboratories. For this, speed-i-o-scope, tachistoscopes 
with filmstrips, and Vu graphs are supplied by the audio-
visual department. Some models are also provided by the 
department. During the summer all the equipment is sent 
out for oiling and cleaning. 
Sound films are loaned to the individual teacher 
for a two-day period. Filmstrips, slides and phonograph 
records are loaned for a two-week period. Sound films 
are filed in steel cabinets and the filmstrips are stored 
in special steel cabinets with slanted shelves. Equipment 
and materials are delivered and picked-up three times a 
week by the assistant directors. 
The audio-visual department arranges field trips to 
museums, industrial plants, dairy farms, parks, airports, 
and government agencies. The department has a film rental 
service agreement with the Boston University Film Library. 
The department helps the teachers in the production of 
non-mechanical aids, and photographic equipment is 
available for their use for making slides. At one senior 
high school large-group teaching is done by closed-circuit 
television. 
In two high schools language laboratories have been 
provided which can accommodate seventy students at a time. 
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Similar arrangements have been made in the reading 
laboratories which train the students to read up to 400 word 
a minute. 
Most purchases by the department are made by request-
ing bids, the lowest bidder receiving the order. But in 
the case of equipment, standard trade mark equipment such 
as Bell and Howell is purchased from a local dealer under 
a free-of-charge repair agreement. The purchase of films 
and filmstrips is made on the recommendations of a committee 
of teachers after previewing them. 
Educational television instruction has been included 
in regular classroom teaching schedule. The department is 
a member of "The 21" Classroom" program offered by WGBH-TV 
Station for classroom teaching. 
All newly appointed teachers in the system are 
instructed by the assistant director in the operation af 
available equipment. This training is carried out in the 
several schools in the system. 
Audio-visual materials are widely employed in this 
system's expanding public relations program. Also, the 
department assists the superintendent in the visual 
presentation of complex facts and problems to the school 
board. 
Budget: The budget of the audio-visual department 
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is prepared by the director. On the recommendation of the 
su~erintendent of the school system, the budget is sanction 
by the Board of Education and the disbursement of funds is 
managed by the audio-visual director. Room darkening 
facilities and inter-communication systems are charged to 
capital outlay accounts rather than audio-visual department 
funds. The purchase of items such as maps, charts, globes, 
and recordings, and of materials consumed in the instruc-
tional program is covered by a separate supply fund 
allocated to individual school budget. Exclusive of 
salaries, printing, and publication activities, the budget 
for 1961 is shown below: 
Items 
Maintenance, replacement and 
rental of films 
Educational television 
J:ew equipment and materials 
Out-of-state travel 
In-state travel 
Amount 
$ 5,580 
3,750 
10,384 
230 
148 
Total ••• $ 20,092 
In addition to the regular funds of the department, 
a sum of $20,000 was granted to it under the National 
Defense Education Act of 1958. Out of this amout $5,800 
was spent to set up a language laboratory which can 
accommodate fifteen students working at one time. The sum 
of $5,500 was spent to set up a science laboratory in one 
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high school. At another high school a closed-circuit 
television system has been installed for large-group 
teaching. The remainder was spent for the purchase of new 
television sets. 
The assistant director, who delivers the materials 
in the schools, receives $200 extra each semester. 
Plans are being formulated to enrich this system's 
inventory of films and filmstrips in the science, 
mathematics, and foreign language areas under Title III 
of the National Defense Education Act of 1958. 
The lay-out of the department is shown on page 50, 
figure 5. 
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The Audio-Visual Center is a part of the Publio 
Relations Department of the New England Bell Telephone and 
Telegraph Company. The Bell System's film program is about 
thirty years old. The audio-visual center in its present 
shape was organized in 1957. The center is located at the 
headquarters building of the company. The center has the 
following staff: 
Director 
Secretary (1) Secretary (2) 
Director: Director is in charge of the center and is 
directly responsible for his actions to the Vice-President, 
in oharge of the Public Relations Department. He arranges 
previews of new films, and prepares the budget and an 
annual report of the activities of the center. He is 
responsible for the selection, preparation, and utilization 
of audio-visual materials within the company. He 
supervises forty-five film distribution agencies all over 
New England area, visits schools to demonstrate the working 
of the telephone system, and attends audio-visual meetings 
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and national conventions. 
Secretary (l): She answers the telephone, books films and 
other equipment, does typing work, bookkeeping and the 
other clerical work of the center. 
Secretary (2): She arranges previews of new films, works 
as projectionist for the shows arranged in the center, and 
is responsible for the receipt and delivery of equipment 
and materials. She is also responsible for the proper 
cataloguing of materials and takes care of the minor 
repairs of the films. 
Services: The center has incorporated every type of 
visual and audio device which has proved helpful in the 
extensive public and employee information program which 
the company conducts in the five northern New England 
states namely, Main, New Hampshire, Vermont, Rhode Island, 
and Massachusetts. The center provides a training film 
program for over 40,000 employees in these five states and 
an extensive system of informational films for distribution 
to the public. An unusual feature of this audio-visual 
center is an assembly room, seating 189 people, which can 
be turned into two rooms with complete audio-visual 
facilities in both. The main purpose of the center is 
to provide the company with efficient training of its 
staff and to further public relations work for the company 
with the help of audio-visual aids. 
5} 
The center has its own film library of about 670 
films and more than 3,400 prints which enables it to serve 
forty-five distribution agencies. Some of the public 
information and educational films reach the various types 
of audiences through theaters, television stations, clubs, 
organizations, churches, and public schools. 
The center serves as film headquarters for Bell 
System films in the New England area. It maintains a 
library print of each public and employee film for head-
quarters use and for emergency replacement in the field, 
and provides viewing facilities for the employees for all 
films. The center also provides audio-visual production 
and projection facilities for all departments. Informational 
files of all training and public films and their 
associated scripts are centralized here. It supplies 
replacement prints of public films to forty-five film 
deposit locations in New England. Requests for additional 
prints of training films are also handled by the Audio-
Visual Center. The assistance and training of projectionisu 
for all departments is available at the center. Current 
information on all types of audio-visual equipment and 
materials is maintained in the center. 
The center handle requests for television stations, 
theaters, and local dramatic groups for the loan of old and 
new telephone equipment. It handle requests from business 
firms and sales organizations for activated telephone 
equipment for telephone usage training and sales meeting 
demonstrations. The center serves as a supply center for 
display materials for public and employee events. 
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Within the company, the center lends audio-visual 
equipment such as tape-recorders, motion picture projectors 
with screen, Vu graph projectors, filmstrip-slide 
projectors, photographic equipment, and public address 
systems to the various departments. The center also 
maintains a library of filmstrips, slides and tapes for 
training the employees. 
~or the proper distribution of Bell System's films 
the center has evolved a systematic method. Schools and 
the general public can book films or a film with projection 
equipment and a projectionist (a) through the local 
telephone business offices; (b) through five audio-visual 
centers located in state universities and state department 
of education; (c) through two national film rental agencies; 
and (d) through"Sb.e audio-visual departments of seven 
public libraries, four state colleges and fourteen school 
systems. This se~ice ia ottered to the public free of 
charge. 
Today the telephone is one of the most frequently 
used means of communication. More and more consideration, 
therefore, is being given by educators to teaching the 
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effective use of the telephone for business and social 
purposes, and the teaching of telephone techniques has 
become an accepted part of the language arts as well as 
business education. As a familiar instrument in the modern 
household, the proper use of the telephone in the homes 
has been included as part of the family education. 
Sixteen millimetre black and white motion pictures have 
been produced by the Bell Telephone Company as a means of 
helping the public to learn how to make telephoning easy 
and pleasant. Many teachers have found these films helpfUl 
for classroom presentation of the subject. The center 
provides teletrainer demonstration sets to the teachers for 
presentation of the lesson on telephoning effectively. 
The center is helping educators by supplying films, 
demonstration sets, student booklets and teacher guides. 
The guides illustrate ways of correlating the materials 
with studies in language arts, arithmetic, science, social 
studies, health, and safety. Some of the science films 
for example, "Our Mr. Sun" (key to life on earth), "Home 
the Magnificent" (the story of blood and circulation), 
"The Unchained Goddess" (the story of weather), and "The 
Space Age" (communication with satellites) are very popular 
in the schools and are very informative. Heavy usage of 
111mB by educators has resulted in the permanent loan of 
filas to audio-visual departments in schools and colleges. 
Some selected documentary telephone films have been given 
to public libraries in large cities. 
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The production of Bell System films is handled by 
the American Telephone and Telegraph Company in New York. 
However, the associated companies operate autonomously and 
make their own decisions on film matters. As a film is 
completed, each company decides whether or not it will 
participate in the production cost and thereby have the 
right to distribute the film in its territory. The selec-
tion and purchase of other materials and equipment is done 
by the director. 
Budget: Over the past twenty-five years the New 
England Telephone and Telegraph Company has invested a 
total of over three quarters of a million dollars in 
production and print costs for Bell System films. In the 
year 1961 a sum of $122,844 was spent on motion picture 
programs. Details are shown below: 
Items Amo~t 
Cost of production and prints $ 64,644 
of films 
Cost of showing the films 58,200 
Total.. $ 122,844 
For the current year a sum of $110,000 has been allocated 
for the motion picture program. The purchase and 
maintenance of equipment, printing, stationary, and other 
~noidental expenses are charged to other fUnds. The 
~etails of the budget were not disclosed by the director. l The lay-out of the department is shown on page 58, 
rigure 6. 
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This small city school system established its audio-
visual department only six months ago. The close coopera-
tion of a half-time director with the superintendent, 
principals, and teachers has made it possible to establish 
the program on a firm basis. The director of the departmen 
teaches half-time. 
The director is responsible for in-service teachers 
training, the purchase and maintenance of materials and 
equipment, the distribution of materials, and, in some 
cases, he does the delivery and pick-up work. The director 
visits the different schools to see that the proper use is 
made of the materials, prepares the budget of the departmen 
and catalogs the materials. The director provides current 
information on all types of audio-visual equipment and 
materials available. The department provides him with 
means to attend national audio-visual conventions. 
Some students interested in the audio-visual field 
voluntarily help the director by donating some time for 
this purpose. At each school in the system the principal 
works as Audio-Visual Coordinator. All requests for 
materials and equipment required by the teachers are 
handled by him. The typing work of the department is done 
by the secretarial staff of the superintendent of the 
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school system. 
Services: This small city audio-visual department 
serves three elementary schools, two junior high schools 
and one senior high school. There are about 4,000 students 
and 2;0 teachers in the whole school system. 
The director of the audio-visual department 
believes in the centralization of materials and equipment. 
Since this is a new system, the director has to keep track 
of every piece of equipment. There are only five 16 mm 
motion picture projectors in the department. Each school 
has a filmstrip-slide projector, a tape recorder, a record 
There is a small player, and an overhead projector. 
library of about 400 filmstrips. Films are rented from 
The director helps Boston University Film Library. 
teachers in the production of overhead transparencies. He 
has also started an in-service teachers training course. 
Some students are also being trained as projectionists 
by the director to assist the teachers. 
All the purchases are made on the bid system. The 
teacher's committee recommends the purchase of filmstrips 
after previewing. The director is using the rear-projector 
"The Wilson Movie-Mover RP" which will save the cost of 
darkening every room. 
Minor repairs are carried out at the department by 
the director. .U:ost of the equipment is purchased under a 
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guarantee, so the question of major repairs will not arise 
for a while. Darkening facilities are extended at the rate 
of four classrooms each semester in each school. 
A monthly bulletin is issued for the audio-visual 
department regarding the films to be rented and the new 
materials available. All requests for materials and 
equipment must reach the audio-visual department at least 
a week in advance. Filmstrips are loaned for three days 
and films for only one day. 
~he new &¥p&rintendent of the school system is 
very enthusiastic about extending the audio-visual 
department. Starting next year, the director's job will 
be made full-time and more fQnds will be appropriated for 
the purchase of equipment and materials. 
Bu!get: The purchase of items such as maps, charts, 
globes, recordings,, and other materials used in the 
instructional program is covered by funds allocated to 
the individual school. Room-darkening facilities and 
inter-communication system are charged to other capital 
outlay accounts rather than to audio-visual funds. The 
budget for the year 1962 excluding of salaries, printing, 
and publication activities is shown below: 
Items 
Purchase of filmstrips $ 
Purchase of equipment 4: materials 
Maintenance of equipment 
Total •• 
Amount 
1,000 
2,850 
1 0 
The director receives a travel allowance of 6¢ 
per mile which is also paid out of funds other than the 
audio-visual department funds. 
Plans are being formulated to enrich this system's 
inventory of films and filmstrips in the science, 
mathematics, and foreign language areas under Title III 
of the National Defense Education Act of 1958. 
As to the lay-out of the department, there is a 
small room in which equipment is kept on shelves. There 
is a steel ease with slanted shelves for filmstrips. 
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DEPARTMENT OF AUDio-VISUAL INSTRUCTION, WEYMOUTH PUBLIC 
SCHOOLS 
The department was organized in 1946 with the stated 
aim of providing teachers with the resource materials, 
techniques, tools, and services so that they might better 
achieve their ultimate goal of effective communication with 
their students, The department is under the control of a 
full-time audio-visual director, who is a member of the 
district supervisory staff, He is directly responsible 
to the superintendent of the school system. The following 
staff is engaged in the department: 
~ Director ~ 
Film Librarian 
I ~ 
Driver Part-time 
student help 
A-V Coordinator 
at each school 
Director: The full-time director is responsible for the 
efficient running of the department. Some of his duties 
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are to prepare an annual report on the activities of the 
department, to prepare the departmental budget, to work 
with community groups, to assist teachers in the preparation 
of instructional material, and to participate in national 
audio-visual meetings. The director is responsible for 
in-service training of the teachers. The director is 
presentor, coordinator, and evaluator of an experimental 
television program "Audio-Visual Via Television" conducted 
in Weymouth for Weymouth teachers. The director presents 
numerous workshops and demonstrations through out the year 
involving such equipment and materials as the "Controlled 
Reader," "Skill Building," and a wide variety of "Programed 
Learning" machines and materials. The director is 
coordinator for "The 21" Classroom" television program for 
the school system. He is responsible for the selection 
and purchase of materials and equipment. 
Film Librarian: She answers the telephone, books films, 
materials and equipment, handles correspondence, prepares 
bulletins, catalogs materials and equipment, orders films 
to be rented from other departments, and compiles materials 
and equipment for delivery to different schools. The 
librarian is responsible for informing the entire school 
system of the materials and equipment available by 
preparing periodical bulletins. 
Student help: Two students work part-time in the depart-
ment and are paid out of the funds of the department. 
These students clean the films, arrange the films and 
filmstrips, and assist the film librarian discharge the 
duties of the department. 
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Audio-Visual Coordinator: Each school has an audio-visual 
coordinator who serves as a link between the school and 
the Audio-Visual Department. All requests for materials 
and equipment are routed through him and.he is responsible 
for receipt of materials and delivery to the teachers. He 
keeps records of all materials and equipment that remain 
in the school. The coordinators do not receive extra pay 
for this work but have been relieved of some other duties. 
Some 300 students in the whole school system have been 
trained by the coordinators to help teachers in projecting 
the films. 
Services: The department serves twenty-five 
elementary schools, five junior high schools, two senior 
high schools, one vocational school, and one junior oollege. 
There are about 18,000 students and 800 teachers in the 
entire school system. The director is in favor of a strong 
central system of audio-visual aids. Each school has at 
least one each of the following types of equipment: 
1 16mm Motion picture projector 
1 Filmstrip-slide projector 
1 Tape recorder (big) 
1 Tape recorder (small) 
1 Opaque projector 
1 Overhead projector 
1 Radio set 
1 Record player 
1 Television set 
1 Screen every projector 
66 
This is the minimum equipment in each school. However, in 
some schools additional equipment is furnished by the 
department. In fact, equipment is supplied according to 
the needs and use of audio-visual materials in the 
individual school. 
All materials are supplied by the center. The 
department has a library of about 1,000 films, 4,000 
filmstrips, and many tapes, phonograph records, slides, 
and transparencies for overhead projectors. The maintenance 
of all equipment is under the control of the center. If a 
defect is found in the equipment, it is replaced from the 
reserve stock at the center. Repair of tape recorders and 
projectors is done by the dealers; but radio, television, 
and other equipment is repaired in the vocational school. 
Every summer all equipment is sent out for oiling and 
cleaning. A real contribution to the successful utiliza-
tion of these instructional materials is the daily truck 
delivery service to schools. 
The language laboratory is another important feature 
in the system. Students are provided with a facility in 
these laboratories which enables them to learn foreign 
languages more readily. Teaching machines are being used 
on experimental basis in this system. Photographic 
equipment and other materials for the production of 
instructional materials are provided by the department. 
Most purchases are made by requesting quotations. 
67 
The lowest bidder receives the order. Standard equipment, 
such as projectors and tape recorders, are purchased from 
local dealers who agree to make repairs and replacements 
in case faulty equipment is received. For the purchase 
of films and filmstrips, an evaluation form is sent with 
each film and filmstrip being considered for possible 
purchase to each teacher on the purchasing committee, these 
teachers preview them in the class, and all the purchases 
are made on their recommendations. 
In-service training is conducted on a continuing 
basis both for the school audio-visual coordinators and 
individual or groups of teachers as needed or requested. 
A most promising development in this area was the offering 
of a televised course in audio-visual instruction for 
graduate or undergraduate credit, which could be tailored 
to the practical applications of the local school situation. 
While this course was offered on an experimental basis, the 
opportunity for Weymouth teachers to participate in it 
was of considerable value. 
Educational television has been used for classroom 
teaching for the last four years. Programs offered on 
"The 21" Classroom" have become a regular feature of the 
class. At junior and senior high school levels, programs 
such as "Accent on Music," "Science Specials," "Focus" 
(world affairs), "The Humanities," and "Afternoon at 
Symphony" {Boston Symphony Orchestra) are being offered. 
The effectiveness of these programs is maintained by the 
regular submission of teacher evaluations and critical 
suggestions sent to the television studio. 
A planned audio-visual center has been included 
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in a new high school building now under construction. Work 
area plans include a larger photographic laboratory and an 
instructional materials preparation area which will permit 
extenBive production of teaching materials. In addition 
there will be a preview room, a material storage section, 
and an equipment maintenance area. A closed-circuit 
television studio is also planned for the department for 
large-group teaching. 
Bu4get: The money to cover the expenses of the 
department is granted by the Division of Instruction. Each 
principal has his own audio-visual budget for audio-visual 
materials. Room darkening facilities and inter-communica-
tion systems are charged to other capital outlay accounts 
rather than to audio-visual funds. Printing work of the 
department and repair of radio and television sets is done 
by the vocational school. The purchase of items, such as 
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maps, globes, charts, and materials consumed in the 
instructional program is covered by a supply fund allocated 
to individual school budgets. Exclusive of salaries, the 
budget for the year 1961 was as follows: 
Items 
Purchase of films 
Maintenance, repair and 
replacement of equipment 
Purchase of new equipment 
Pay of part-time students, 
and travel expenses 
hount 
$ 5,000 
6,000 
18,000 
1,000 
Total ••• $ ~0,000 
A grant allowed under the National Defense Education 
Act of 1958 enabled the department to set up four language 
laboratories which accommodate 140 students at a time. 
The same Act helped the department to set up science 
laboratories. Plans are being formulated to enrich this 
school system's inventory of films and filmstrips in 
science, mathematics, and foreign language areas under 
Title III of the same Act. 
The lay-out of the department is shown on page 70, 
figure 7. 
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AUDio-VISUAL DEPARTMENT, NEWTON PUBLIC SCHOOLS 
The audio-visual department was organized in 1946 
with the philosophy that each classroom should have the 
necessary facilities for effective use of audio-visual 
materials, This school system's audio-visual program plays 
a vital role in the over-all educational program. It is not 
looked upon as a supplement to the program, but as an 
integral part of the educational experiences for pupils, 
The key to the establishment and continuation of the 
program is stated in one word - "service." Service means 
having the materials and equipment in the proper place 
at the proper ttme. The following staff is engaged in the 
department: 
I 
~Secretary 
l Director I 
I Part-time help ~ 
l Driver J 
A•V Coordinator 
at each school 
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Director: As a member of the administrative and curriculum 
planning team, the audio-visual director locates, selects, 
adapts, and produces needed materials for the improvement 
of instruction. He is directly responsible to the 
Superintendent of the school system for the efficient 
running of the department. He prepares the annual report 
of the activities of the department, prepares the budget 
for the year, works with community groups and clubs, and 
helps the teachers in the preparation of instructional 
materials. The director takes lot of interest in preparing 
2" X 2" slides and overhead transparencies. He is 
television coordinator of "The 21" Classroom" program for 
the school system. As a part of his duties the director 
gives in-service teachers training courses. He attends 
national conferences on audio-visual education to keep 
in touch with the latest development in the field. The 
director advises business groups in the community on the 
performance and suitability of a piece of audio-visual 
equipment. 
Secretary: She answers the telephone, books materials and 
equipment, cataloges materials and equipment, and handles 
the correspondence of the department. She informs teachers 
of the most recent developments in the department by 
circulating bulletins and newsletters. The secretary is 
responsible for the delivery of materials wanted by the 
teaolwtrs and then checks the return of the materials to 
stack. 
Part-time Help: One student works part-time in the 
department to help the secretary in the discharge of her 
duties. 
Driver: The driver of the department is responsible for 
daily delivery and pick-up of materials and equipment to 
all the schools in the system. 
Audio-visual Coordinator: Each school has an Audio-Visual 
Coordinator. Generally the principal or assistant 
principal handles this job. He serves as a link between 
the teachers and the audio-visual department. All requests 
for materials and equipment pass through him. Coordinators 
are relieved of all extra duties, such as playground, 
cafeteria, bus, and hall duties, in order that they may 
have the time to perform the important functions required 
leading to the improvement of instruction in their school. 
Services: The department serves the Newton public 
schools, consisting of sixteen elementary schools, nine 
junior high schools, one large high school, and one vocatio 
al school. There are about 11,000 students and 450 teacher 
in the school system. The director of the audio-visual 
department believes in the centralization of department 
because it is more economical. Equipment is left in the 
charge of the audio-visual coordinator at each school and 
materials are supplied by the audio-visual department. 
Each school has a minimum of one each of the following 
equipment I 
1 Overhead projector 
1 Opaque projector 
1 Micro-projector 
1 Screen (to every 4 classrooms) 
1 Tape recorder 
1 Record player 
1 Television set 
74 
1 16mm Motion picture projector (to every 12 class-
rooms) 
2 Filmstrip-slide projectors { -do- ) 
Some schools have additional equipment. Equipment is 
distributed according to the needs and utilization in each 
school. To provide additional equipment, the director has 
devised five-year plans. Under the current plan, he is 
attempting to provide a screen for each classroom, darkeni~ 
facilities for each classroom, and one l6mm motion picture 
projector on each floor of each of the schools in the systeD 
All materials such as sound films, filmstrips, tapes, 
rare phonograph records in such fields as music apprecia-
tion and short-hand dictation, language tapes, 2" x 2" 
slides, and overhead transparencies are supplied by the 
department. There are also some ))4" X 4" slides available 
in the center for teaching geography. The department 
has a fairly large library of films and filmstrips 
consisting of approximately 900 films and ),500 filmstrips. 
Photographic equipment is provided to the teachers for 
making slides while on field trips. In case of request 
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for films not available in the department, they are rented 
from Boston University Film Library. In order to facilitate 
the extensive use of instructional materials by the schools, 
the department truck goes to all the schools in the system 
daily. 
Maintenance on all pieces of equipment is under the 
control of the audio-visual department. During the summer 
months of each year, all equipment is cleaned and oiled, 
excessively worn parts are replaced, and a final operational 
check is made to see that the equipment is ready for anothei 
year of service. Should any equipment breakdown during 
the school year, a reserve machine is sent to the teacher 
as replacement. Minor repairs are carried out at the 
vocational school. 
For the purchase of equipment and materials a 
strict bid system is in force. All films and filmstrips 
are purchased on the recommendations of a preview committee 
consisting of five teachers. 
The audio-visual department bulletin, published 
twice a month, serves as a means of communication between 
the audio-visual department, classroom teachers, and the 
Board of Education. This bulletin includes television 
program schedules, information about materials available 
at the center or from rental libraries, and other informa-
tion dealing with audio-visual aids. The audio-visual 
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department is continuously striving for the improvement of 
classroom instruction through the use of a wide variety 
of materials, through in-service training of the teaching 
staff, and by stiaul&tiBg ~•perimental activities in the 
various aspects of the audio-visual program. The 
experimental teaching machine project undertaken by this 
department is gaining national popularity. 
Audio-visual materials are widely employed in this 
school system's expanding public relations program. 
Services offered by the department extend beyond the 
classroom to include assisting the superintendent in 
visual presentations of complex facts and problems to the 
school board and assisting in the selection and acquisition 
of films for youth and community organizations. 
Budget: The budget of the audio-visual department 
is provided by the Board of Education on the recommendation 
of the superintendent and managed by the audio-visual 
director. Room darkening facilities and inter-communication 
systems are charged to other capital outlay accounts 
rather than to audio-visual funds. The purchase of items, 
such as maps, charts, globes, and of materials consumed 
in the instructional program is covered by a supply fund 
allocated to individual school budgets. Although the 
audio-visual department helps select many of these items, 
it does not pay for these out of its budget. 
Exclusive of salaries, printing, and publication 
activities the budget summary for the year 1961 was as 
follows: 
Items 
Purchase of materials $ 
Purchase of teaching machines 
Purchase of supplies 
Repair and maintenance of equipment 
Replacement of equipment 
New equipment 
Miscellaneous (travelling allowance 
@ $25 per month to director, 
salary of student help, etc.) 
Amount 
5,000 
500 
1,200 
1,500 
5,000 
8,000 
1,000 
Total •••• $ 22,200 
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Plans are being formulated to enrich this school 
system's inventory of films and filmstrips in the science, 
mathematics, and foreign language areas under Title III of 
the National Defense Education Act of 1958. Under this 
Act two language laboratories were set up and some science 
laboratories were remodeled. 
The lay-out of the department is shown on page 78, 
figure a. 
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SUMKARY 
An attempt has been made to describe successful 
audio-visual programs in the greater Boston area that are 
making valuable contributions to the improvement of 
instruction in their respective areas. These nine audio-
visual programs are presented as individual case studies. 
Distinctive features are emphasized in many of the case-
study descriptions. With a degree of variation in the 
financial support and the size of the schools system 
served, all audio-visual programs have such fundamental 
common features as a full or part-time professional 
director with clerical and technical assistants, a clearly 
understood function of assisting teachers to teach better 
through an in-service education program, a materials and 
equipment distribution service, and a specific budget 
within which to operate. For each of these common features, 
sound administrative principles and practices exist. 
These case studies report programs as they exist today 
and which are in process of further development. 
80 
CHAPTER III 
IDEAL AUDIO-VISUAL DEPARTMENT 
As our society has become more complex, the knowledge 
which each passing generation must acquire has become 
greater in quantity. This has caused an overloading of the 
curriculum in our public schools. It is apparent that 
we must find ways of teaching more information to more 
people, and doing it in less time than it has taken 
traditionally. It is doubtful whether this can be done 
through verbal means alone. For example, if a person 
were to find himself faced with the necessity of learning 
as much as he possibly could about India in one half-hour, 
it is obvious that he could learn more through seeing a 
good film or a good television program than from spending 
a half-hour reading a book on the subject. He would learn 
more in shorter time because he would be able to see 
simultaneously many different facets of the daily life of 
the country while, in reading, he would have to put 
together one bit of information after another in sequence, 
and this is of necessity of slower process. 
The illustration suggests the necessity for planning 
classroom presentations in terms of the media of communica-
tion most efficient for the purpose and also for finding 
methods which will utilize all the sensory abilities of the 
student. In today's world, it is essential to use all 
modern communication devices for educational purposes. 
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Effective teaching requires not only a good teacher 
but also the proper facilities and an adequate supply of 
equipment and materials to do the job. The day when a 
single textbook would suffice as the teaching tool is now 
long past. Today the classroom teacher uses many books, 
periodicals, newspapers, and pamphlets, Science and 
technology have had their impact on the teaching tools. 
Motion pictures, radio, slides, filmstrips, recordings, 
and now television are a few of the tools used in the 
modern classroom. The types of equipment needed in a good 
instructional program are also many and varied. Opaque 
and overhead projectors, science kits and tape recorders 
are but a few which are being used. 
When the teacher required only one textbook for each 
subjeot, the problem of the selection, handling and storage 
of these materials was relatively simple. However, as the 
variety and quantity of instructional aids increased, so 
did the problem of their management. And, as teaching is 
a complex and time eonsumjng process, the teacher cannot 
be expected to expand undue time and energy in locating and 
obtaining these many new teaching aids. Therefore a central 
system for handling and storing audio-visual aids must be 
so organized as to encourage the use of the methods and 
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materials. It must make it relatively easy for the teacher 
to obtain these necessary tools for the classroom as they 
are required during the school term. 
This study will not attempt to offer a complete 
analysis of all aspects involved in the organization and 
administration of an audio-visual department. One could 
write a book on any one phase of this subject. Idealistic 
plans and too many details may only lead to a program that 
can never be realized. However, it is hoped that from the 
basic information provided, the practical aspects and 
requirements for a local program can be developed by 
tailoring various details to meet the existing situation. 
An audio-visual department or an audio-visual 
center can be defined as a curriculum materials laboratory 
where, once a teacher had decided what needs to be 
accomplished, the teacher can locate or produce audio-visual 
materials that will make for the best learning experiences, 
gain counsel on the utilization of these materials, and 
pick up the necessary equipment or arrange for its use 
in the classroom. According to Noel, "The term 'Department 
of Audio-Visual Education' refers to that unit in the.school 
organization especially charged with administering the 
services and supervising the use of audio-visual materials 
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by teaohera and other school personnel."l 
In the instructional materials center, the teacher 
should find, cataloged and ready for instant classroom use, 
as many types of film&, filmstrips, slides, maps, globes, 
flat pictures, community field trip files, microfilms, 
stereoscopic materials, museum materials, records and 
transcriptions, radio and television files, resource books, 
and any other printed materials as will be of assistance 
in furthering the instructional and learning requirements 
of the school. 
The center should be a place, too, where new and 
different instructional materials are planned, produced, 
and experimentally tested and evaluated. It frequently 
serves as a clearinghouse for inter-library loans between 
schools and various organizations, such as film libraries, 
public and private libraries, museums and local, regional, 
state and national agencies. 
Schuller has described the philosophy of an audio-
visual department in the following words: 
The audio-visual movement in American education 
has quickened and grown strong because its 
motivating force is service - service to pupils of 
all ages, and to teachers of all subjects. Its 
lFrances w. Noel, "Principles of Administering 
Audio-Visual Programs," Audio-Vieual Materials for Instruc-
~' Forty-Eighth Yearbook, Part I, National Society for 
the Study of Education. (Chicago: University of Chicago 
Press, 1949) p.l61. 
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equipaent and materials are designed for one purpose, 
to serve the schools which created them. Service 
must be the continuing high goal and the day by day 
commonplace act of the audio-visual staff, if 
teachers and pupils are to profit in the fullest 
sense from the almost endless variety of materials 
devices encompassed by the term, 'audio-visual 
instructional tools.• It is the obligation of the 
staff to endeavor to equalize, enlarge, and enrich 
the educational opportunities of all children by 
supplying them with well-made, carefully selected 
audio-visual materials.! 
The audio-visual program has meaning only to the 
extent that it assists by work of the other departments 
and activities of the school. It is only a means to an 
end. It is successful only if it facilitates the instruc-
tional process. 
SERVICES OF THE AUDIO-VISUAL DEPARTMENT 
The audio-visual program is an implementing program. 
Eecause of the trend towards the integrated use of many 
kinds of audio-visual aids, various kinds of instructional 
materials centers have developed. Some of these centers 
handle only specific types of materials; others provide a 
wide range of printed and audio-visual materials. An audio-
visual department in a school building may operate as an 
independent unit or as one of many units in an ins true tional 
materials program covering the entire school district. Some 
materials centers may serve all schools in the county or 
lCharles F. Schuller (ed.). The School Administrator 
and his Audio•Visual Program. (Washington: Department of 
Audio•Visual Instruction, NEA, 1954), p, 34. 
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other large geegraphic and administrative units. The 
service offered and the activities sponsored by the audio• 
visual department, and the competencies required of its 
personnel, will vary with the kinds of materials and the 
presence or absence of a larger central materials collec-
tions. The functions and activities to be discussed in this 
chapter will deal with a central audio-visual deparment 
in a large city school system. 
It should perform the following functions. The 
functions suggested need not be undertaken all at once, 
but, to carry them out, an audio-visual department will 
need to establish policies and procedures: 
1. The audio-visual department and its staff should be 
able to give professional assistance in the selection and 
evaluation of those materials and services which will be 
of assistance to tha teachers to use audio-visual aids 
in the classroom. This implies that: 
a) The audio-visual department should be able to assist 
in planning for room darkening facilities, public 
address systems, acoustics, and ventilation of the 
classrooms. The department should be able to refer 
school authorities to reliable and competent 
technicians or firms who can provide the needed 
materials. 
b) Most teachers need help, guidance, and inspiration 
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to develop competence in audio-visual methods. Some 
teachers may not have seen films or filmstrips, or 
listened to recordings in their own field of 
specialization. They may not have had an opportunity 
to learn field trip procedures in their professional 
training. They may feel incompetence in the 
mechanics of projection equipment. They may not be 
prepared to use audio-visual materials because they 
are not aware of. their value. They need, therefore, 
experiences which will develop a feeling of security 
and confidence in their own ability to make use of 
audio-visual techniques. 
The audio-visual department should, therefore, 
be responsible for in-service training for teachers. 
This in-service educational program should be 
continuing part of the long range planning of the 
entire audio-visual program. Some factors which 
should be considered in planning for this training 
are: (i) providing effective leadership; (ii) fitt~ 
the program to the needs of the teachers; (iii) 
proceeding slowly; (iT) planning for small groups; 
(v) allowing adequate time; and (vi) providing 
sufficient materials, equipment, and facilities. 
The director of the audio-visual department may 
be able to provide facilities for in-service train~ 
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by one or more of the following methods: giving 
extension courses at a university, using .the workshop 
of the department, and demonstrating practical 
procedures of audio-visual aids at faculty meetings 
and at informal meetings after school hours. 
2. fhe audio-visual department should keep up with new 
resources and developments and work out a program to intora 
teachers about them. This means not only identifying new 
materials and methods, but working with committees of 
teachers who can determine how they may be used effectively 
in teaching programs. For example, arrangements may be made 
to have information regarding prospective purchases 
circulated tor teacher's examination so that they can 
explore their possibilities prior to purchase. Frequently, 
this can be done by an arrangement with the firm from whom 
the equipment will be purchased. Regular scheduling of 
film previews can be planned. -A memeographed bulletin, 
regularly advising teachers of new materials or new services 
will also serve to keep them aware of acquisitions. 
Travelling exhibits or bulletin board displays which 
circulate !rom one school to another may also be used to 
demonstrate information regarding new materials and their~ 
~. Another service which an audio-visual department 
should provide is that of organizing and correlating 
materials so that they will be readily available when the 
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teacher says, "I want to begin with a unit on • • " It 
should be possible for the audio-visual department to 
provide a wide range of suggestions: speakers, books for 
various reading levels and with varying emphases, films, 
filmstrips, radio programs or tapes, maps or charts, 
exhibits, and demonstrations. In addition, the personnel 
of the department should not only suggest ideas for the 
use of materials but should cellect from teachers informa-
tion on the ways they have used materials and make this 
information available to other teachers. Sometimes new 
materials or methods of value will have been developed 
by students and should be made a permanent part of collectUm 
4. The director of the audio-visual department should 
be able to provide assistance in the selection of those 
materials which wi~l be appropriate to the needs of 
specific groups: 
a) Materials for a large group to give the essential 
background for discussion and further exploration, 
such as films, displays, and ~ooks or articles which 
give a comprehensive background of a subject. 
b) Materials appropriate for small group use for the 
specialized study of a particular topic or phase 
of a larger subject. 
c) Individualized materials, such as books or 
filmstrips, for the very able student who wishes to 
pursue a topic beyond the usual academic level, 
the student who is a poor reader, or the student 
whose interest is non-academic. 
5. To make the materials more readily available, the 
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audio-visual department should develop a cataloging system 
which is easy to use. A single card file system recommended 
by the Department of Audio-Visual Instruction of the 
National Education Association is described below: 
Very briefly described, the single card file 
provides ready reference to available instructional 
materials of all sorts. For example, teachers in 
an individual school building, or a city or count,y 
school system, get together and explore their 
resources and make a preliminary inventory of all 
available instructional-experience resources in thei 
area. The tentative inventory when completed will 
be descriptive list of all films, slides, reference 
books, maps, excursion points, resource persons, 
collections, models, demonstration apparatus, etc. 
which are the property or are otherwise available 
to teachers and pupils and other interested members 
of the community. The list will show individually 
owned teacher or pupil or parent collection of 
pictures or slides or apparatus and similar materials 
as well as that which is community property. Once 
listed, all these resources are individually 
described and cataloged on library cards of various 
colors. A different color is used for each category 
of material. The films, for example, are described 
and cataloged on blue cards, the reference books on 
white, the maps on yellow, and so on. Altogether 
tbe blue&, the whites, and all other cards, all type-
categories are arrang•d under interest-area headings 
in single eard file system. Then in making use of 
the file the persons needing instructional aids, a 
visual aid, perhaps, on apple growing will consult 
the file system with particular attention to the 
interest area labeled "FRUITS" or possibly ''FRUIT 
GROWING and PROCESSilfG. nl 
lerose, Cypher and others, op. oit. pp. 18-19. 
According to Harcleroad and Allen: 
Large catalogs are rather difficult to use. 
A single catalog appears to be insufficient, and 
the staff of audio-visual department should work 
with general supervisors to insure that an 
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integrated listing of materials that implement 
teaching of the subject matter presented be included 
in every curriculum monograph or study guide 
published. Each teacher should have a catalog of 
materials applicable to her teaching situation. In 
addition, a complete catalog should be on file in 
each building in the principal's ~ffice, audio-visual 
coordinator's office, or library. 
6. The audio-visual department should have the 
responsibility of operating an equipment maintenance service 
A well planned service can speed necessary repairs and 
adjustments and keep equipment in good condition. Any 
equipment requiring major repairs or the replacement of 
parts should be given to expert dealers, but the majority 
of minor adjustments and repairs should be made by a 
competent technician in the department. 
7. The audio-visual department should have an efficient 
delivery service. Materials must be easily obtained by 
the intended users. Hence, the orderly flow of materials 
is of primary importance. As stated by Sanda, "It could 
be said, with but slight exaggeration, that the ultimate 
measure of an audio-visual center is the efficiency of its 
distribution service."2 Service must keynote the 
lFred Harcleroad and William Allen. Audio-Visual 
Administration. (Dubuque, Iowa: WM.C. Brown Co., l95l) p.l9. 
2Lester B. Sands. Audio-Visual Procedures in 
Teaching. (New York: The Ronald Press Co., l956), p.523. 
distribution program. Instructional needs must be 
paramount; within practical bounds, convenience to the 
teacher should be considered above convenience to the 
department. 
In a city system, the schools to be served should 
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be divided into five zones. A department truck could then 
accomplish the delivery and pick-up service to one zone eacb 
day and within the week could cover the whole school system. 
Audio-visual coordinators within a zone could arrange to 
exchange materials and equipment in an emergency. A system 
for the advance booking of materials and equipment should 
be developed to enable teachers to get the instructional 
materials at the right time. When a teacher desires to use 
some material without prior booking, he should be requested 
to make his own arrangements to pick up and return it to 
the department. The department should be prepared to rent 
materials that it does not keep on hand. 
8. Standardized forms can facilitate the work of 
distribution and assist in getting the right materials to 
the proper place at the correct time. Good records can form 
the backlog of information of great value which can be used 
in planning future purchases or rentals, in formulating 
budgets, in bringing about a more effective utilization of 
the facilities of the department, and in putting the entire 
program on a business-like basis. Forms can be used for 
handling questions regarding booking, distribution, and 
reminders for the return· of materials. 
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The following suggestions for forms are pertinent: 
(a) A form for booking materials and equipment should 
include: the name of school, the name of teacher, the 
grade, the date, the type of material and equipment desired, 
the complete title, the order or catalog number, and the 
date wanted. Th~s form should be sent to the audio-visual 
department well in advance,, in duplicate. The duplicate 
copy should be returned to the audio-visual coordinator 
when the materials are delivered. 
FORM FOR REQUESTING MATERIALS AND EQUIPMENT 
PUBLIC SCHOOLS AUDIQ-VISUAL DEPARTMENT 
School Date 
Name of 
teacher Grade 
I I I 
I t t Date I t t I t 
Type t No t Title • wanted I confirmed I I 
' 
I 
t 
I I 
I I I 
I I I I 
I t I 
' 
' ' 
I 
' 
(b) A form such as the following could be used 
for routine replies to questions regarding bookings, 
distribution, and reminders for the return of materials: 
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----- PUBLIC SCHOOLS AUDIO-VISUAL DEPARTMENT 
Date 
----~A Already booked for date requested. 
----~B Withdrawn from service. 
_____ c Damaged by last user. 
----~D Overdue from last user. 
____ .E Not in our department. 
----~F Will be made available on --------· 
____ G. You are requested to return --------
as it is already overdue. 
immediately, 
_____ .H ________________________________________ __ 
Signed ----------------
Similarly, for booking films and equipment, ready 
reference forms suoh as those used by the Audio-Visual 
Center, New England Bell Telephone and Telegraph Company, 
shown in Appendix D and E, could be adopted. 
9. While each type of instructional tool may have some 
physical characteristic in format which requires special 
skills in evaluation, the various media of communication 
seem to lend themselves to common evaluation standards. 
The criteria which are applicable to the selection 
of all types of materials and equipment are as follows: 
(a) Is selection done on a cooperative basis with 
principal, teachers, audio-visual coordinators, 
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and the audio-visual department participating to the 
extent that each is interested and competent? 
(b) Is selection based on knowledge of the needs and 
interests of the pupils and of the teachers? 
(c) Is selection made with knowledge and understanding 
of materials available for selection? 
(d) Are the items selected related to the curriculum 
and suitable to the teaching methods, purposes, and 
facilities available in the schools? 
(e) Are the items selected suitable for the grade and 
interest levels for which they are suggested? 
(f) Are all types of available materials considered in 
making the selection, to ensure a wide variety of 
aids to teaching and learning, without giving 
undue emphasis to any one type? 
The selection of the various types of equipment 
should be determined by the needs which the equipment will 
have to meet. These needs may be determined by various 
factors such as the size of the groups with which the 
equipment is to be used, the number of teachers and 
students in the school system, the funds available, the 
simplicity of use and portability of equipment, and the 
average expected frequency of use of the equipment. The 
director of the audio-visual program and the teachers' 
committees, working together, should be responsible for 
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the careful selection of equipment. 
10. Each school district has certain internal administra-
tive problems and activities which could be helped through 
the activities of an audio-visual department. The depart-
ment could, for example, serve as a source of pictorial 
and graphic materials on budgetary problems, it could 
serve as a reference center for materials on buildings, 
equipment, and other areas of school administration, and 
maintain a perpetual inventory of materials needed. An 
effective audio-visual department could not only systematize 
certain operations within the school system but could also 
act as an agent in the promotion of better instruction 
throughout the learning process. 
Kinder and McClusky sum up the services of an 
audio-visual department in the following words: 
Distribution has been and will continue to be 
one of the imponderables of audio-visual 
administration. The efficient organization of 
sufficient duplicates of popular items, and the 
avoidance of bottlenecks in the flow of materials 
characterize successful distribution practices. 
Teamwork between teachers, building coordinators, 
and the central office is essential if the 
knowledge in films, slides, filmstrips, and 
recordings is to be brought to the learner.l 
The organization and operation of an audio-visual 
department depends greatly on local conditions. A 
department should be so placed in the administrative 
lJames s. Kinder and F. Dean McClusky (ed.). The 
• (Dubuque, Iowa: WM.C.Brown Co.,l954), 
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organization as to give it a coordinate relationahip with 
other parts of the instructional program. Since it should 
serve the needs of instruction throughout the school system, 
it should not be administratively isolated from the 
departments and individuals responsible for instruction. 
In cases where there is no formal department of instruotio~ 
or curriculum division, the audio-visual director is 
frequently responsible directly to the superintendent. A 
high level relationship of this sort is important because 
it can provide the most favorable opportunity for improving 
ins true ti on. 
PERSONNEL 
Regardless of the kind of organization, there 
is usually one person who "spark-plugs" the initiation of 
an audio-visual program. This person is usually called the 
supervisor or director. According to Dale, the director 
must see his work as a contribution to the educational 
experiences planned for children and young people. He is 
basically a specialist in the instructional materials area 
of the curriculum, and his training and activities should 
be so oriented,l 
The personnel of an audio-visual department should 
include at least one professionally certified person, plus 
l»ale, op. cit. PP• 514•515. 
97 
necessary technical and clerical assistants. But the 
ultimate number of persons to be employed in the audio-vi 
department should depend upon the audio-visual needs. A 
handbook for the audio-visual program in Indiana University 
indicates that an appropriate audio-visual staff would be 
the equivalent of "one person of professional status, plus 
the necessary technical, secretariat, and clerical 
assistance for each 50 teachers."l 
The director of an audio-visual program must be 
able to stimulate and assist those who are using materials. 
He must provide leadership in the administration, utiliza-
tion, selection and production of audio-visual materials, 
and have an understanding of the role of these materials 
in the educational process. 
McKown and Roberts have suggested the following 
qualifications .for an audio-visual director: 
1. The director should have a wide acquaintance with 
the objectives and aubject matter of the various 
grades from primary through high school, and he 
should be familiar with progressive methods of 
instruction. 
2. He should be acquainted with the purposes and 
functions - - and also the problems - - of the 
audio-visual department. 
}. He should have a good understanding of-the different 
types of aids, their place, scope, and function. 
lAudio-Visual Instruction Directors of Indiana. 
Handbook for the Audio-Visual Programs. (Bloomington, 
Indiana: The University Press, 1948), pp. 23-24. 
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4. He should be thoroughl.y familiar with the techniques 
and procedures for utilizing audio-visual aids as 
a regular part of the instructional program. 
5. He should be able to help select the audio-visual 
aids that contribute to the major educational 
objectives. His educational background should 
be sufficient to warrant his holding a permanent 
place on the curriculum committee. 
6. He should possess initiative, courage, vision, 
tact, and ambition and the personality that 
attracts teachers and co-workers. 
7. He must have considerable administrative and 
executive ability. 
8. He should possess a certain amount of mechanical 
skill because in many instances, especially in the 
smaller systems and schools, he will be called upon 
to make minor adjustments and repairs. 
9. He should possess the respected qualities of 
leadership, not the least important of which is 
the willingness and the ability to learn. 
10. He must be able to interpret the program not only 
to the teachers and administrators but also to the 
general public.l 
The duties ofthe audio-visual director should 
include four functions: (a) planning, (b) operating, 
(c) public relations, and (d) supervision of physical 
facilities. 
Planning functions: The audio-visual director 
should be professionally trained staff member who should 
be responsible for the administration and coordination of 
the audio-visual program. His planning functions include: 
lHarry c. McKown and Alvin B. Roberts. Audio-Visual 
Aids to Instruction. (New York: McGraw-Hill Book co., Inc., 
l949), P• 5}4. 
1. Organization of the routine work and general 
supervision of the department. 
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2. Responsibility for selecting the audio-visual 
committee and the audio-visual building coordinators. 
}. Responsibility for appointing his assistants. 
4. Responsibility for preparing the budget and for the 
expenditure of funds allocated to the department. 
5. Knowledge of sources for the procurement of materials 
and equipment. 
6. Interviews and conferences with individual teachers, 
group of teachers, principals, and audio-visual 
coordinators for securing and the use of materials 
and equipment. 
7. Selecting and evaluating all types of materials 
prior to purchase and during regular use after 
purchase, for curriculum subject areas for all the 
grade levels. 
8. Planning faculty meetings and providing demonstra-
tions which will transmit a working knowledge o~ 
effective and time saving utilization of audio-visual 
devices and methods. 
9. Preparing and circulating a catalog of available 
materials for all curriculum subject areas for 
all grade levels. 
10. Providing other informational materials, including 
maps and charts. 
11. Planning with the teachers for the integration of 
these materials into the units of the curriculum 
subjects. 
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12. Planning with the tP-achers for the correlation of 
these aids with other teaching materials. 
13. Planning for the optimum use of all audio-visual 
materials available. 
14. Planning the organization and guidance of the 
activities of the audio-visual coordinator in each 
school. 
15. Participation in and development of sound method 
for curriculum planning and revision • 
• 
16. Planning ahead in general for the full development 
of the department. 
Operating functions: The audio-visual director 
should be qualified to evaluate and select all types of 
audio-visual equipment and give assistance to individual 
schools in their purchase of equipment. The director 
should perform the following operating functions: 
1. Responsible for advising for alterations or in ~pu'uu~~ 
for classroom darkening facilities, acoustics, and 
ventilation of the rooms. 
2. Responsible for in-service training of the teachers 
and some students in the operation of all types of 
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equipment. 
3. Responsible for stor~e, repair and maintenance of 
all the equipment and materials in the department. 
4. Responsible for the effective distribution, booking, 
packing, shipping, receiving of the materials and 
equipment. 
5. Evaluating the methods of the use of audio•visual 
and suggesting how they can be made more effective. 
Public relations functions: Audio-visual materials 
can make a unique contribution in interpreting the 
activities of the school system and serving as a means 
of bringing information to the adult organization of the 
community. The audio-visual director should perform the 
public relations functions enumerated below: 
1. Interpretating the audio-visual program to the 
board of education and the superintendent of schools. 
2. Interpretating the schools to the community through 
provision for, and participation in community-wide 
utilization of the audio-visual materials by civic 
organizations, social club meetings, and parent-
teachers associations. 
3. Interpretating audio-visual educational methods 
to the community so that it will understand the 
need for audio-visual materials and equipment. 
Supervision of W;ysioal facilities: It should be 
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the responsibility of the audio~visual director to make 
provisions for inspection of equipment and materials. The 
supervision of physical facilities would include: 
1. Surveying physical plant to determine the adequacy 
of darkening facilities and ventilation of classrooms 
2. Checking of the availability of electrical outlets 
in classrooms. 
}. Arranging adequate space for the storage, maintenance 
and repair of materials and equipment. 
4. Setting up the necessary distribution facilities 
for the circulation of equipment and materials. 
Since the duties mentioned above involve considerable 
clerical and other technical work, the audio-visual director 
should have the assistance of sufficient number of 
secretaries and professional technicians to ensure the 
efficiency of the program. In order to make the best 
utilization of the time and services of the director, this 
type of help is necessary. 
If a school system is to get its money's worth from 
a system-wide aucUo-visusl department, "support getting" 
leadership is needed in each school building. The person 
designated for this frequently is referred to as the audio-
visual building coordinator. He is a link between the 
teacher and the system-wide audio-visual department and its 
director. Sometimes the principal assumes this role 
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himself; sometimes he assigns this responsibility to the 
librarian or to a teacher. Naturally, the more knowledge-
able this individual is about the curriculum and audio-
visual media, the better the service he is capable of giving, 
Here are some services that such a coordinator 
might be expected to perform: 
1. Keep the teachers in the school informed about 
available materials. 
2. Help teachers select suitable materials to meet 
their needs. 
3. Assist teachers to make optimum use of materials. 
4. Supervise the evaluation of materials used in the 
school. 
5. Coordinate the orders for materials requested by 
teachers in the school. 
6. Schedule materials and equipment. 
7. Assist in training personnel and students in the 
operation of equipment and supervise student 
projectionists. 
8. Supervise the storage and distribution of materials 
deposited in the school. 
g. Provide, within the school system's plan, 
facilities for the production of materials. 
Accoriing to Hyer, "a reasonably acceptable rule 
of thumb for calculating the amount of time required for 
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audio-visual supervision in the school is release the audio-
visual coordinator from other duties for a minimum of 
10 minutes per teacher per day."l 
Limitation to services: According to wittch and 
Schuller, the amount of service rendered by the director 
of an audio-visual program is dependent, not only upon his 
enthusiasm, but upon the time available in which to do work. 
Regardless of the size of the school system, the administra-
tion of audio-visual materials must be a specifically 
assigned job and not "tacked on" to an already full-time 
job.2 According to Kinder, in cities of less than 10,000, 
a part-time director is frequently assigned; in large 
urban communities with a population of over 10,000, a full 
time director is assigned.} On the appointment of the 
director the superintendent of schools should outline the 
executive functions required of him and expect that they 
will be effectively carried out. The time allotted for 
this assignment can mean the difference between success and 
failure in an audio-visual program. 
From an economic standpoint, the author is of the 
opinion that there should be centralized system for 
lAnna L. Byer, "Setting Quantitative Standards," 
Audio•Visual Instruction, Vol.6, No.lO(December,l961), p.506 
2wittch and Schuller, op. cit. p. 510. 
3James s. Kinder, Audio-Visual Materials and 
Techniques. (New York: American Book Co., 1950), P• 522. 
providing audio-visual materials and equipment. The 
following are same of the advantages of centralization: 
1. The students and teachers and other users of 
the materials need go to only one location. 
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2. Under a centralized cataloging and storage system, 
the user can very easily find various meterials 
which apply to a particular topic. 
3. Clerical processes such as ordering, receiving, 
and cataloging materials need not be duplicated. 
4. Since many of the materials and equipment are 
costly, centrally directed circulation could avoid 
unnecessary duplication of individual schools. 
5. Personnel working with materials could attain a 
higher degree of professional ability as material 
specialists, since this would be their full-time 
major concern. 
Essential facilities in the audio-visual department: 
It is very difficult to state specifically how much 
space will be required for an audio-visual department. No 
two school systems have precisely the same needs. The space 
for the department will to a great extent depend upon the 
use of instructional materials and the size of the school 
system served. Sufficient space should be provided for 
the following basic functions: 
Previewing and training activities: There should be 
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a large and well equipped room suitable for use in the 
selection and evaluation of materials, for certain phases 
of in-service education, and for teacher conferences. 
Workroom: A room should be provided where repair 
and maintenance work can be done. It should be equipped 
with the necessary work benches, tools, supplies, and 
repair parts. Provision of space should also be made for 
the production of materials and for experimentation. 
Storage facilities: Storage facilities are 
necessary not only to keep materials where they can be 
readily located, but also to keep them in the best possible 
condition, thus assuring maximum use. For storing some 
materials special fixtures are necessary, such as steel film 
racks or other racks for motion pictures, files for mounted 
pictures, and drawers for filmstrips. 
Administrative activities: Office space will be 
required for the handling of the details and records of 
the center. Provision must be made ~or it and for the 
necessary equipment, suoh as desks, tables, chairs, racks, 
cards catalogs, files, and telephone. This office should 
be a separate but integral and immediately adjacent part of 
the center. 
BUDGET 
The funds allocated under the audio-visual budget 
are justified by the contribution made by audio-visual 
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materials to more effective learning. Although there is 
no uniformity in budgetary practices, it seems clear that 
the preparation of the budget should be the responsibility 
of the audio-visual director, working and consulting with 
the administrative and business leaders of the school system 
The director should also have the major responsibility for 
the administration and expendLture of the funds allocated 
under the budget. 
Erickson has recommended the following steps to 
determine the cost of an audio-visual program: 
1. Make a complete survey to determine the present 
status of facilities, equipment, and materials. 
2. Ascertain needs for new services. 
}. Establish priority for adding new services. 
4. Establish operational levels based on {a) present 
status of staff and facilities; (b) improved 
status, that is, a 'desirable minimum level' and 
(c) a ten-year-growth service level, this is, a 
'high adequacy level: where all classrooms have 
been equipped with darkening systems, screens, and 
outlets, and teachers rarely find it impossible 
to obtain the equipaent needed upon request. 
5. Tabulate data and project cost into the future 
for the following aspects of the service program: 
(a) purchase of facilities and equipment; (b) 
rental of motion pictures for schools; {c) purchase 
of materials to be distributed; (d) operating 
expenses and replacement; (e) operating expenses, 
servicing equipment units and materials; (f) 
operating expenses, production of materials; and (g) leadership and staff. 
6. Formulate a system of installation cards for 
each school so that proper equipment and facilities 
will be scheduled for assignment to specific rooms 
and buildings in accordance with a long-term plan. 
7. Treat new construction as entirely separate, and 
either provide complete facilities and equipment 
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at the time of construction or increase the regular 
budget sufficiently each year to provide for the 
new buildings as well as the old.l 
Many educators have tried without much success to 
determine the budgetary requirements of audio-visual 
education on a per pupil basis. Programs in the greater 
Boston area vary from $1 per pupil per year to as much as 
$6.34 per pupil per year (Appendix B) According to Hyer: 
The budget required will vary greatly, depending 
on such factors as size at school population, extent 
of audio-visual use, whether the audio-visual program 
is being initiated or maintained, and the like. A 
study group has recommended that for an adequate 
program about one per cent of the instructional 
budget should be spent in obtaining audio-visual 
materials. Another recommendation is that $4 to $8 
per pupil be required to finance all aspects of a 
desirable audio-visual program.2 
Audio-Visual Instruction Directors, a state 
organization of audio-visual instruction directors in 
Indiana, has advocated that for a minimum audio-visual 
program an expenditure of only $50 per teacher for materials 
and equipment is needed. They indicate that a desirable 
program should allow at least $150 per teacher for materials 
and equipment. This per-teacher index for budgeting is 
considered more functional thaB other devices for budget 
lcarlton W.H. Erickson. Administer~ Audio-Visual 
Services. {Hew York: The MacMillan Co., ~9), P• 324. 
2Anna L. Hyer, "Administration," The Nation's 
Schools, Vol.67, No.2 (February, 1961), p. l04. 
purposes. According to Lemler, the budget for an audio-
visual program should include the following categories: 
1. Salaries, including the salary of a director and 
a professional and clerical staff. 
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2. Operating expenses, including the cost of office 
materials, printing, cataloging, transportation, 
maintenance, fixed charges and instructional supplies 
J. Capital outlay for audio-visual equipment and 
materials.l 
Support for the audio-visual program should be an 
integral part of a well planned school system budget based 
on a sound eduoational plan. 
PHYSICAL FACILITIES 
Conditions in the classroom should be such that the 
pupils can see projected pictures without strain, can hear 
appropriate sounds without distraction, and can participate 
comfortably in any classroom activity which will favor 
desired learning results. New buildings must be designed 
and old ones modified to provide necessary physical 
accommodations. 
According to the Department of Audio-Visual 
Instruction of the National Education Association: 
~here is a general agreement among parents and 
educators that children must be adequately prepared 
to meet" the dell!&llds of the modern world. There is 
also general agreement that a child's classroom 
lF.L. Lemler (ed.). Audio-Visual Programs in Action. 
(Ann Arbor, Michigan: Audio-VisU81 Association, 1951), 
page 113. 
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education can be greatly enriched by bringing the 
world to bim thru controlled audio-visual experience. 
What is not so widely understood is that the school 
building itself must be carefully designed to 
provide for the full utilization of all types of 
equipment and activities essential to modern teaching 
The classroom should be given first consideration 
because it is the most used environment for 
teaching - - the normal place for the utilization of 
audio-visual materials.l 
Physical characteristics of an audio-visual room: 
(a) Location: From an ideal point of view, each 
room within a school should be equipped for use as an 
audio-visual room. However, budgetary limitations make 
this impossible in most schools. At best, most school 
administrators can only hope for an audio-visual room in 
each building. Technical advice on physical accommodation 
and the equipping of such a room should be secured from 
architects, engineers, audio-visual directors and 
electricians who are familiar with the problems. 
the audio-visual room should be centrally located, 
so that there will be a minimum amount of traffic for 
classes using the room. It should be located on the ground 
floor level to facilitate the movement of equipment. 
(b) Seating: The minimum seating facilities provide 
in the room shoul~Ladequate enough to take care of the 
largest class within the school. Seats should be arranged 
in such a manner that no &tudeat will be crowded. In 
lll 
arranging tha seats, no student should be closer than two 
times the width of the screen and no student should be more 
than six times the width of the screen away. Seats should 
be arranged so that no student is so far from the axis of 
projection that his perspective becomes distorted. 
(o) Ventilation: Under normal conditions the 
audio-visual room will have windows, as any other room in 
the building. Ventilation of the room will probably be 
obtained solely by opening the windows. An additional kind 
of ventilation is also desirable. A large pedestal type 
fan is an inexpensive way of providing for air circulation. 
It should be kept in mind that the audio-visual room should 
be kept at a comfortable temperature, conducive to good 
learning. 
(d) Ligl1t1ng and power: There are numerous ways 
of darkening the audio-visual room. Normally the problem 
of light control is of importance to the teacher using 
the typical audio-visual room. Heavy velour drapes on 
traverse rods are the ideal darkening materials for a room. 
If finances are a problem, there are many inexpensive fire-
proof cloth materials available which will do an adequate 
job. 
Drapes and darkening materials should be hung far 
enough from windows to provide a free flow of air. The most 
important area requiring complete darkening is that part 
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of the room where the screen is to be placed. Every 
effort must be made to exclude light from the screen or a 
poor image will result. 
Dual control of lights in the room can lessen the 
problems of projection. Since projection may be done from 
the front as well as the rear of the room, light switches 
on both walls would be convenient. An audio-visual room 
should be equipped with both direct and semi-direct lighting 
fixtures to provide proper light for the various types of 
projection and learning situations. Double power outlets 
should be provided on both front and rear walls. 
(e) Acoustics: In the use of sound films, recordings 
and radio, the experience will be more meaningful if the 
souadis natural to the ear. The best equipment can not 
overcome poor acoustics of a room. If possible, the walls 
and ceiling should be covered with some type af acoustical 
material. If finances make this impoesible, the ceiling 
at least should be sound proof. 
(f) Chalkboard: In keeping with good educational 
practice, chalkboards should be provided in the audio-visual 
room. These are often needed for the preparation and 
follow-up for visual lessons. It is desirable that green 
chalkboards be used, although this is not absolutely 
necessary. The chalkboard should be located in the front 
of the room. 
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Equipment: The equipment needs of a school cannot 
be arbitrarily given since, with the expanding use of 
audio-visual aids nobody knows what may consitute a good 
program five years from now. However, in terms of current 
functioning situations and theoretical purposes, some idea 
of needs may be suggested. 
The A.udio.-Visual Commission of Public Information 
suggested in 1956 the following as a minimum standard for 
equipment in each sohool& 
1 16mm Sound projector per 300 students or per 
. building 
1 Filmstrip and 2" X 2" slide projector per 200 
students or per building 
1 Opaque projector per building 
2 Three speed record players per building 
1 Tape recorder per 300 students or per building 
1 Television set per building 
1 OVerhead projector per building 
1 Radio per 5 classrooms or 2 per building 
1 Screen (60" X 60" or larger) per 2 classrooms .1 
It is very difficult to state the specific 
quantitative standards relating to the size of equipment. 
Many local factors enter the picture such as: (i) How many 
teachers are there in the school system? (ii) What do the 
teachers want, what kind of materials will they use, and 
how often? (iii) How adequate are school facilities and 
equipment for use of materials? 
lHorace c. Hartsell and Charles A.. Norford, 
"Selecting Equipment or Steve's Problem," Audio-Visual 
Instruction, Vol.l, Issue 6, November, 1956, p. 174. 
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Since we are here considering the equipment of at 
least one audio-visual room in each school, we should plan, 
ideally, to have a fixed projection screen in that room. 
The size of the screen should be proportional to the size 
of the room - preferably 70" X 70". Each building should 
have at least one portable screen in addition to the fixed 
screen in the audio-visual room. 
The audio-visual room should have one l6mm sound 
film projector mounted on a wheeled table which could then 
also be used in the auditorium. Erickson has recommended 
the following criteria for the selection of all kinds of 
audio-visual equipment, regardless of their purpose and 
location for service: (a) portability, (b) ruggedness, 
(c) coat, (d) ease of.operation, (e) quality of performance, 
(f) effective design, (g) ease of maintenance and repair, 
(h) reputation of manufacturer, (i) local equipment 
status, and (j) available service.l 
The audio-visual room should have one combination 
filmstrip and a 2" X 2" slide projector. Most filmstrip 
projector have an adapter feature which permits the use 
of 2" X 2" slides. The blower type projector is capable 
of projecting in an undarkened room. This is the most 11 
practical type of equipment to have in an audio-visual room. 
lEriokson, op. cit. PP• 166·168. 
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Two other types of useful projectors, often included 
or recommended for an audio-visual program, are the opaque 
projector and the overhead projector. The opaque projector 
requires complete darkening for projection from pages in 
books or magazines. The overhead projector is a relatively 
new piece of audio-visual equipment and is gaining favor 
rapidly. It has many advantages, namely, (a) it can be 
used without room darkening, (b) the teacher can face the 
class while using it, (c) teacher can write with a grease 
pencil on the transparency, and (d) the teacher can project 
real objects on the screen. 
The audio-visual room should have a double track 
and two-speed tape recorder, one radio, and one record 
player. Where television programs are available for 
classroom use, one 21" television set is required for a 
class of 20 to 25 students. The television receiver should 
be placed five feet above the floor and the seating should 
be arranged in a conical order. 
Storage: The audio-visual room should be equipped 
with a variety of tables. There should be at least two 
tables for display purposes, preferably in the front of the 
room. Storage cabinets with adequate storage space should 
be provided in the room. A large built-in cabinet, or a 
small adjacent room, should be available for the storage of 
the larger pieces of equipment, such as projectors. 
.I 
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SUMMARY 
In this chapter an attempt has been made to describe 
the scope of activities required in the organization and 
administration of an effective audio-visual education 
program and the functions and services it may expect an 
administrative unit to fulfil. Also included have been 
suggestions for the planning and setting up of an audio-
visual department. General principles and procedures 
underlying the administration of such a department of 
audio-visual education have also been formulated and 
discussed. 
Although local conditions will dictate actual 
procedures followed in the organization and operation of 
a particular audio-visual department, certain general 
principles such as the place of the audio-visual department 
in the administrative set up, the personnel of the 
department, the physical and operational facilities, and 
financial support as discussed in this chapter should 
be considered in planning for and setting up an audio-
visual department. 
CHAPTER IV 
CONCLUSIONS 
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Scarcely any phase of the school program can claim 
more widespread interest and attention than the audio-visual 
procedures in education. Rapid strides made in the 
development and use of educational motion pictures, radio, 
television, and other audio-visual aids have created great 
interest in audio-visual materials and techniques. The 
stimulus provided by the nation-wide publicity given to the 
G.I. methods of teaching, and to war industry training 
programs, seem to have accelerated the interest in audio-
visual education with almost fabulous results. The 
provisions of the National Defense Education Act of 1958 
have further stimulated the emphasis on audio-visual 
materials and methods. Financial support under Title III 
of the Act has enabled local school systems to step up 
their acquisition of audio-visual instructional materials 
and equipment in the science, mathematics, and foreign 
language areas at an unprecedented rate. 
Through the survey conducted by the author, it has 
been possible to acquire a knowledge of the organization 
and administration of several different departments of 
audio-visual education in the greater Boston area. It is 
to be hoped that an accurate appraisal has been made. 
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Certain conclusions may be drawn regarding audio-
visual departments in general from the data gathered in 
this study. They are as follows: 
1. The audio-visual departments have a variety of kinds 
of audio-visual materials available to teachers. 
2. The departments are under the direction of 
professional directors. 
3. The directors devote fUll-time to the administration, 
supervision, and coordination of the audio-visual 
services. 
4. The audio-visual department have sufficient 
classified personnel to efficiently perform the 
necessary services. 
5. The audio-visual materials available are well-
integrated with the course of study. 
6. A good system of cataloging is maintained. 
7. A good system for ordering, booking, and processing 
requested materials is being used. 
8. The audio-visual departments have an effective 
delivery and pick-up service. 
9. The audio-visual department have evolved in-service 
teacher's-training programs. 
10. The audio-visual departments issue periodical 
bulletins or newsletters to inform teachers about 
new services and the latest development in the 
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department. 
11. The audio-visual departments in school systems have 
formulated plans to enrich their inventory of films 
and filmstrips in the science, mathematics, and 
foreign language areas under Title III of the 
National Defense Education Act of 1958. 
12. The audio-visual department work within a specific 
budget, which is prepared and administered by the 
audio-visual director. 
13. The audio-visual department's budget is an integral 
part of the whole system's budget. 
14. All the departments have a clearly understood 
function, that is, to facilitate the instructional 
process and to assist in expanding public relations 
programs. 
15. There is a great disparity in the budget provisions 
between different audio-visual programs. 
16. There is a variation in the services rendered by each 
individual audio-visual department. The quantity 
and quality of the services rendered are, of course, 
dependant on the amount of money allocated to the 
department, the length of time the department has beez 
in existence, and, to a great extent, on the 
personality and drive of the audio-visual director. 
17. There is also difference in the organization of the 
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audio-visual programs. For example, some departments 
follow a policy of centralization of materials and 
decentralization of equipment, others follow a 
policy of centralization of both equipment and 
materials. 
RECOMMENDATIONS 
Most teachers will readily agree that a variety of 
teaching materials is necessary for an effective job of 
teaching. They will also agree that, to be used effectively 
and consistently, the materials must be readily available. 
Teachers cannot be expected to expend a great deal of time 
and energy in trying to obtain needed teaching materials 
and equipment. Every school system should make it possible 
for the teacher to obtain required teaching aids quickly 
and easily. It is poor economy to hire good teachers and 
not provide them with the necessary tools and facilities 
to do their best work. For maximum efficiency a materials 
service center should be an essential feature of every 
school system. Every school system should have and can 
have a center where instructional materials are assembled 
and made readily available to every teacher. 
Following are some prerequisites for inaugurating 
such a center in a large city school system: 
1. That a well-qualified person be appointed to serve 
as a full-time audio-visual director. 
n 
2. 
~. 
That the 
director 
schools. 
specific duties and functions of the 
be delineated by the superintendent of 
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That the 
complete 
audio-visual director should first make a 
survey to determine the present status at 
facilities, equipment, and materials. Next,call 
a meeting of all the teachers in the school system 
to explore the resources. And then make a 
preliminary inventory of all available resources. 
4. That an effective catalog system be developed with 
the help of the clerical staff. 
5. That every teacher in the system should be informed 
about all the resources and services available in 
the audio-visual department. 
6. That the director should be a member of the 
superintendent's staff so that he can act as an 
advisor on audio-visual matters and further the 
establishment of such additional services. 
7. That the director should ascertain needs for 
additional services. 
a. That the director should establish a delivery 
system for the materials. 
g. That the central location for the audio-visual 
department, preferably at the administrative 
headquarters of the school system, be established. 
10. That the director appoint audio-visual building 
coordinators in each school to serve as a link 
between teachers and the system-wide audio-visual 
department. 
11. That the director establish a standardized 
purchasing program for equipment and materials. 
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12. That the director help in the establishment of an 
audio-visual room in each school building with 
facilities for the full utilization of audio-visual 
materials. 
l). That a program for in•service training of teachers 
in the use of audio-visual materials and equipment 
be inaugurated. This program should be well-planned 
and continuous. 
14. That a system be established for filling requests 
for materials, such as a booking or reservation 
system, which can offer an equal opportunity to all 
the teachers in the system to obtain needed materials 
15. That an effective system for the repair and 
maintenance of audio-visual equipment be established. 
16. That arrangements be made for a film rentals. 
17. That a community resources and field trip file 
should be maintained at the audio-visual department. 
16. That sufficient funds should be provided to carry 
out effectively all the activities of the audio-
I 
I 
I 
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visual department. 
19. That a public relations program be instituted which 
will lead to understanding and financial support 
for the audio-visual program by the community. 
Audio-visual media are one answer to the educational 
problems created by the space age, the increase in 
knowledge, the population explosion, and the shortage of 
trained teachers. The quality of programs devised to 
utilize these media will determine the readiness of 
educators to accept new instructional technology and the 
efficiency with which they make use of these media. It is, 
therefore, vitally important that these programs receive 
the careful attention of every school administrator so 
that all teachers will have an optimum opportunity to 
become proficient in the maximum use of audio-visual media 
for the improvement of instruction. 
In closing, I would like to quote W.G. Kirtley, 
President, National Audio-Visual Association, in the 
following words: 
'The Challenge of the Sixties' is the many new 
things it will bring, the varied problems which 
will arise and be overcome, the new friend AV 
will win. The future will see materials of every 
type, more readily available to more people, on 
every subject under the sun. Equipment will be 
more steamlined, simpler to operate, easier to 
transport, and a cinch to service. There are many 
promising areas of advancement. But most exciting 
of all is the certainty that by 1970 we will be using 
wonderful, yet undreamed of audiovisuals.l 
" Educational Screen and Audio-VisualGuide, August, 1960, p.41 • 
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APPENDIX A 
LIST OF QUESTIONS ASKED WHILE VISITING THE DEPARTMENT OF 
AUDI0-VISUAL EDUCATION 
1. Name and address of the department surveyed. 
2. When was the department organized? 
3. What is the size of the school system served? 
4, What is the plan of the organization? 
5, What are the services rendered by the organization? 
6, How many people are employed in the organization? 
1. What are the specific duties of each employee? 
8, What is the budget and how is it divided? 
g. How does the audio-visual department determine the 
desirable aids to purchase? 
10. How the aids are filed? 
11. How are projectors for individual schools financed? 
12. What is the lay-out of the offices and workrooms? 
13. How are aids distributed in the system? 
14, What means are used to train teachers? 
15. Additional experiences and information? 
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APPE!I>IX B 
.lHILYSIS OF THE CASE STUDIES 
Jlo. of Total Per pupU Per teacher 
Ne. of 11o. of .olloob budget. e:xpe.llditure npe.llditure 
S.!!!!. Hue of Audi-fiaual Departaent. stwleDt.e t.eachen nrve4 I I I 
1. BoateD Public Schools 93,000 ).300 197 173,500 1.56 sz.sa 
•• 
Lu:I.DgteD Publie Selloola 6,600 386 12 l.l,90S 6.35 108 • .56 
3· lfev J!edtord Pllblio Sehoela 15,000 6oo 32 20,092 1.140 33.SO 
•• 
lferth Raadiq hblio Soboola h,OCJO 130 6 t.,eoo l.GO 17.39 
5. 1fe1Mlltll Public Soboola 18,000 800 34 30,000 1.66 37.50 
6. lfevt.on Public Schoola u,ooo k50 17 22,100 1.02 h9.33 
1· New J:nglaad Bell Tel.ephoM * .. • .. uo,ooo • • 
and Telegraph ColllpaJIY 
s. Bosten Public Library * • • • 13,000 • • 
9. Film Libracy Boaton University* • .. ... lh,ooo • • 
These figures were supplied by the audi.-visual director 
of each departllent.. 
* 7hese audio-visual departments serve their respective institutioll8 
and the general public in the Hall England. area includinc the 
public school syatema. 
APPENDIX C 
ADDRESSES OF THE DEPARTMENTS SURVEYED 
1. The Director, 
Film Library Boston University, 
School of Education, 
332 Bay State Road, 
Boston-15, Mass. 
2. The Director, 
Department of Audio-Visual Instruction, 
Boston Public Schools, 
96, Selden Street, 
Dorchester 24, Mass. 
3. The Director, 
Audio-Visual Department, 
Boston Public Library, Copley Square, 
Boston-17, Mass. 
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4. The Coordinator of Instruction Materials and Services, 
Lexington Public Schools, 
Lexington, Mass. 
I 5. The Director, 
Department of Audio-Visual Instruction, 
New Bedford Public Schools, 
166 William Street, 
New Bedford, Mass. 
6. The Director, 
Audio-Visual Center, 
New England Bell Telephone and Telegraph Company, 
185 Franklin Street, 
Boston, Mass. 
7. The Director, 
Department of Audio-Visual Aids, 
North Reading Public Schools, 
The High School, North Reading, Mass. 
8. The Director, 
Audio-Visual Department, Newton Public Schools, 
88 Chestnut Street, West Newton 65, Mass. 
9. The Director, 
Department of Audio-Visual Instruction, 
Weymouth Public Schools, 89 Middle Street, 
East Weymouth 89, Mass. 
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An Abstract of a Thesis Entitled 
A COMPARATIVE STUDY 01 THE ORGANHATION AND 
ADMINISTRATION OF DE.PARTirlliNT:;> 0.1'' AUDIU-VISUAL 
EDUCATION IN THE GREATER BOSTON AREA 
Tilak Raj, M.S. 
School of Public Relations and Communications 
Boston University, June 1962 
!'robl.eml To acquire knowledge of the organization and 
administrative methods of departments of audio-visual 
education in the greater Boston area. 
Method of Stud,ya Nine departments of audio-visual eduoa tion 
in the greater Boston area were selected for study. In the 
selection of these departments, an attempt was made to 
obtain coverage of as wide a variety of audio-visual 
departments as possible which serve different segments of 
the public. These selected departments could be expected 
to exhibit different approaches, organizational and 
administrative methods. 
In collecting the data for this thesis, the writer 
visited each of the following nine departmental Film Library 
Boston University School of Education; Department of Audio-
Visual Instruction, Boston Public Schools; Audio-Visual 
Department, Boston Public Library; Audio-Visual Department, 
Lexington Public Schools; Department of Audio-Visual 
Instruction, New Bedford Public Schools; Audio-Visual Cents~ 
New England Bell Telephone and Telegraph Company; Department 
of Audio-Visual Aids, North Reading Public Schools; 
• 
I. 
Department of Audio-Visual Instruction, Weymouth Public 
Schooler and the Audio-Visual Department, Newton Public 
Schools. The writer interviewed the audio-visual director 
of each department, and examined the physical facilities. 
2 
While visiting these departments the writer asked 
such questions as: How is it organized? How is it financed? 
How is the budget divided? What services is it rendering? 
Other important questions asked were in connection with the 
administration of these departments. How the aids are 
filed? How many people are employed in the department? 
What are their specific duties? How aids are distributed 
in the system? What means are used to train teachers? 
What is the physical lay-out of the offices and workrooms? 
An attempt has been aade to describe the organization 
and administration of these nine audio-visual departments in 
the greater Boston area baaed on data collected by personal 
survey. This data is presented as individual case studies, 
Distinctive features are emphasized in many of the case 
study descriptions. These case studies report programs as 
they exist today and which are in process of further 
development. 
One chapter presents the scope of the activities 
required for the organization and administration of an 
effective audio-visual education pro6 ram also the functions 
and services such an administrative unit may be expected to 
~ul!il. Suggestions for the planning and setting up of an 
audio-visual department have also been included and the 
general principles and procedures underlying the administra-
tion of such a department have been formulated and discussed 
Conqlusiona: The following are the conclusions reached as a 
result of the study: the audio-visual departments have a 
variety of kinds of audio-visual materials available to 
teachers, the departments are under the direction of full-
time professional directors, the departments have sufficient 
clerical and technical help, maintain a cataloging system, 
a system for ordering, booking, and processing requested 
materials, an effective delivery and pick-up service, 
main~in in-service teachers training program, issue 
periodical bulletins to infora teachers about new services, 
have cer~in clearly understood pur~oses which are t~ 
facilitate the instructional process and to assist in 
expanding public relations programs. There is a great 
disparity in the budget provisions, variation in the servi 
rendered, and there is a difference in the organization of 
each individual department. 
It is hoped that this study will be useful in the 
field of education as the revolution in communication has--
reached the classroom. It is al'o hoped that school systems 
will find practical suggestions which will be of assistance 
to them for the organization and administration of audio-
• 
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Tiaual departments to meet their looal situations. 
